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WRITING AN OUTLINE

Workshop by The Speaking, Reading, and Writing Center
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This Workshop 1s Designed with Multiple
Purposes 1n Mind:

* To explain what an outline 1s, and why an outline is
not only needed in a speech class, can also be
beneficial in your future.

* To show the different parts of an outline and what
goes 1nto them.

* To help you through the format of an outline.

* To give additional tips on how using your outline
will guide the process of practicing for your speech.
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An outline is a general plan of the
material that 1s to be presented
in a speech or paper.

The outline shows the order of various topics, the

relative importance of each, and the relationship between
the various parts.

An outline is your best friend in a speech class.
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Name
Section#

TITLE

Introduction

1. Your firstsentence goes here.
A.The second sentence becomes an A
B. The third sentence
I1. Reveal the Topic and make it relevant to your audience (Answer the *so what”
question.)
I1I. Establish credibility (ETHOS)
IV. Preview vour main points (Central Idea Thesis Statement)
Body
I. Write outyour firstmain pointin a complete sentence.
A. This sub-pointexplains your firstmain point.
1. This sub-sub pointfurther supports your sub-point.
2. Remember, you will need further elaboration foreach main pointand
B. This sub-pointelaborates further on firstmain point.
1. Elaborationiskeyto the success of vour speech.
2. Ifvou have asource, be sure to give your source proper credit.

(TRANSITION:

II. Write out your second main pointin a complete sentence.
A. This sub point explains your second main point.
1. Remember the rule: only one complete sentence per main, sub, sub-

sub, etc. point.

a. Another rule: If you have an “A”, you need at leasta “B”.
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Section#

2. Also,don’t forgetto double space yvour entire speech outline.

3. Remember, vou will need two or more transitions within the body
of vour speech outline.
B. Elaborate on each main point.
1. Elaborationiskeyto the success of your speech.

2. Ifvou have asource, be sure to give vour source proper credit.

(TBANSITION: )

A. This sub-pointexplains your main point.

1. This sub-sub pointfurther supports your sub-point.

2. Remember, you will need further elaboration foreach main pointand
B. This sub-pointelaborates further on first main point.

1. Elaborationis keyto the success of your speech.

2. Ifyou have asource, be sure to give your source proper credit.

Conclusion
I Signal the end of your speech and summarize your main points.
1I. Brieflyreview your specific purpose statementand tie vour conclusion to your

infroduction.

III.  Thank vour audience.
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Title of Speech

Introduction

Attention gainer: This doesn’t have to be a “script” of the opening but a quick synopsis of
what'it is.

Reveal Topic: This is where you reveal the topic/point of your speech, it doesn’t have to
be an obvious statement of the topic but can be more of a revelation just by discussing it.

Motivate your audience to listen/Relevance:

Al Give them some reason(s) as to why they should listen to you, connect to them
somehow

B. You can establish some credibility at this point as well

C. This is where you make let the audience why they should pay attention to you.

Preview your points: This is where you give a very brief, simple overview of your main
points; the sub-points here should read almost exactly like your main points in the body,
you should have an equal number of preview points as you do main points—Think “tell
‘em what you are going to say”

A. This correlates with the body, main point number one

B. This correlates with the body, main point number two

C. This correlates with the body, main point number three.

Body

Main Point: This is a complete sentence, broad in nature; Think "say it")

Al Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above; cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

2. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

B. Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above: cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

2. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.
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(Transition: This is where you remind them where you've been and inform them where you are
going next; notice it is centered on the page and in parenthesis.)

1L Main Point: This is a complete sentence, broad in nature; Think "say it")
A. Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above; cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

2. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

B. Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above; cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

2. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

(Transition: This is where you remind them where you've been and inform them where you are
going next; notice it is centered on the page and in parenthesis.)

III.  Main Point: This is a complete sentence, broad in nature; Think "say it")

Al Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above; cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above: it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

Support: This is where you further support the sub-point directly above; it

is very specific and addresses a specific argument related to the sub-point

above—this information is cited.

B. Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above; cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

2. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above—this information is cited.

0
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Conclusion

Signal close: This signals to the audience you are in the conclusion; this seems redundant
but be creative in how you signpost from the body to the conclusion and how you signal
your close.

Summarize: Review your main points above; this is where you give a very brief, simple
recap of your main points; the sub-points here should read almost exactly like your main
points in the body, you should have an equal number of preview points as you do main
points—Think “tell ‘em what you just said”

Al This correlates with the body, main point number one
B. This correlates with the body, main point number two
C. This correlates with the body, main point number three.

Reiterate purpose: This is where you re-emphasize the specific purpose statement
It can refer back to the relevance element in the introduction.
B. It can also tie into the motivation element in the introduction

Close with impact: Motivate your audience to respond.
A If an informative speech, simple reminding them of why they should think about
your information can be a motivation element.
B. A persuasive speech has two ways to motivate the audience to respond.
1. You can be the catalyst for changing their opini houghts, values, or
beliefs about a given subject.
2. You can motivate them to change their behavior, cause them to take a
particular action concerning a given subject.

Place cursor in front of word ‘References’ below, hold the CTRL button while pressing ENTER. This
will make a hard page break and move the Reference page to the top of its own, separate page.

References

Author last name, first/second initial (year) Title, etc. provided here. Notice how the author’s last

name and year correlates with the citation at the end of the support sentence in the outline

itself. This is how to quickly reference the citation in the outline to the reference page-

because the name correlates, is in alphat | order on the page, and is

followed by the year to provide clarification in instances of same last names of authors

being used.




How is an Outline goIng to
help with my speech?

Would you give an impromptu speech without any
references 1f 1t cost you your life? Your job? What
about your grade?

An outline 1s a
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NOT A WRITING ASSIGNMENT

Knowing now, that an outline is a GUIDE for your speech, the
hardest thing to remember while working on your outline, 1s that
it 1s just that. A guide.

An outline 1s NOT A WRITING ASSIGNMENT. Do not get
caught up on the individual pieces of an outline before
completely deciding on what you want to say in your speech.

An outline 1s there to help you, not hurt you.
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PARTS OF AN OUTLINE

COVER PAGE | Introduction
[Dependent on Professor]

INTRODUCTION A
BODY C bty o
CONCLUSION P
TRANSITIONS

REFERENCES/ WORK CITED
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Parts of an Outline
INTRODUCTION

“Tell them what you are going to say”

Establish your topic and core message

This 1s also where you establish credibility

List supporting points
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Introduction
I. Your firstsentence goes here.
A.The second sentence becomesan A

B. The third sentence

I1. Reveal the Topic and make it relevant to your audience (Answer the “so what”

- S - : “ "L
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Attention gainer: This doesn’t have to be a “script™ of the opening but a quick synopsis of

what'it i
ic: is Jlcre the t pin h, it doesn’t have to
statemegiliof th t canjRe mre it a Nkclatiilh just by discussing it.

Motivate your audience to listen/Relevance:

Al Give them some reason(s) as to why they should listen to you, connect to them
somchow

B. You can establish some credibility at this point as well

C. This is where you make let the audience why they should pay attention to you.

Preview your points: This is where you give a very brief, simple overview of your main
points; the sub-points here should read almost exactly like your main points in the body,
you should have an equal number of preview points as you do main points—Think “tell
‘em what you are¢ going to say”

A. This correlates with the body, main point number one

B. This correlates with the body, main point number two

C. This correlates with the body, main point number three.




IICAN FINII THEMAINR Parts of an Outline
| o b BODY
37
g -, “Tell them”
| 1. Supporting point one
W 2. Supporting point two

. } 3
' AND SUPPORTING/DETAILSY

3. Supporting point three

Lor.p
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Body

L Main Point: This is a complete sentence, broad in nature; Think "say it")
A. Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above; cited information does not belong on this
level.

1. Support: This is where you further support the sub-point dircctly above; it
is very specific and addresses a specific argument related to the sub-point
above-——this information is cited.

Support: This is where you further support the sub-point directly above; it

is very specific and addresses a specific argument related to the sub-point

above-——this information is cited.

B. Sub-point: This is a complete sentence, more specific but directly related to the
Roman Numeral Main Point above: cited information does not belong on this
level.

1. Support: This is where you further support the sub-point directly above; it
is very specific and addresses a specific argument related to the sub-point
above-—this information is cited.

Support: This g
is very specifidfand
above—this informu

[

(Transition: This is where you remind &
FONE BEXT HOUICE It 1S oen

Main Posat: This is a complete sentende, Broad ia nature; Think “say it™)

A Sub-point: This is a completo sentence, more specific but directly related w the
Roman Nemeral Main Point above; cised information does not beloag on this
level
1 Suppoet: Thas is where you fusther seppoct the sebposst deectly shove; &t

is very specific and addrossos 3 specific argument related to the subpoint
above—this imformation is cited.
Suppoet: Thas is whese you further sepport the sebeposat deectly above; it
is very specific and addremses 2 specific argumest related to the subpoist
above—this mformation is cited
Subspoiat: This s a complete semence, more specific but directly related to the
Roman Numneral Main Point above; cited information does not beloag oa this
Jevel
1 Support: This is where you firther sepport the seb-point Seectly above; it
is very specific and addresses a specific argument related to the sub-point
above-this mfommation is ¢ited
Support: Thin is where you further support the seb-point Ssectly above; it
is very specific and addrosses a specific argument relatod to S sub-point
abowve-~this information is cited

(Transiticn: This is where you remind them wiere you've been and inform them whese you ase
golng next; notioe it is contered on the page and ia parenthesis )
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Body
I. Write outvour firstmain pointin a complete sentence.
A. This sub-pointexplains your firstmain point.
1. This sub-sub pointfurther supports your sub-paint.
2. Remember, vou will need further elaboration foreach main pointand
B. This sub-pointelaborates further on firstmain point.
1. Elaborationis keyto the success of vour speech.

2. Ifvou have asource, be sure to give vour source proper credit.

1. Remember the rule: only one complete sentence per main, sub, sub-
sub, etc. point.

a. Another rule: If vouhave an*A”, vou need atleasta “B”.

2. Also,don’t forgetto double space vour entire speech outline.
3. Remember, vou will need two or more transitions within the body
of vour speech outline.
B. Elaborate on each main point.
1. Elaborationiskeyto the success of vour speech.

2. Ifvou have asource, be sure to give your source proper credit.

(TRANSITION: )




Parts of an Outline T Lol GRNLHAT 21>
CONCLUSION

“Tell them what you have said”

Recap main points Ly 2

Summarize core message - ii | :
CONCLUSION?

Call to Action (Persuasion)

DIYLOL.COM
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Conclusion

I. Signal the end of vour speech and summarize vour main points.
II. Brieflvreview vour specific purpose statement and tie vour conclusion to your
miroduction.
Concluson

III. 'Iha'n'k your audience. L Sipnal close: Thas sagnals 10 the a0Seace you are in the concluxion; this soems roduendnt
byt be creative in how you sigepost feom the body 10 the conchasion and bow you signal
your ¢hose

Il Semmarize: Review your main points above; $his is where you give a very boef, smple

recap of your main points; e sub-points here should read almost exactly like your main

g

SOl 2 ¢ : " =W POLgts

¢ body, main poset number theee

Reiterato parpose:  This is where you ro-emphasize the specific purpose statemont

i an informative spoech, simpie remading thess of why they should think about
your information cas be a ssotivation clement
A penuasive spoech has two wars %0 motivate the audiconce 10 respond

| You can be the catalyst for changing thewr optnions, thoughts, valees, o¢
Lo beliefs about a given sabject
. You can motivate them to change their behavior, casse thes 1o talke a

(:OHCgCOfWMainlands particelar action conceming » given sebject
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Transitions let your audience know that
you are leaving one main point and
moving to another.

(Now that you have seen the transition
slide, I am going to show you a slide
about Work Cited/References.)

Bl College oft#eMainland.
WOy



s —

ence Page

References

Author last name, first'second initial (year) Tithe, coc. provaded here. Notoe how the ssthoe's last
name and year corrclates with the Citation a2 the end of the support sensence in the cutline
stself. This s how 1o quickly reference the citatica in e outline 10 the refereade page-
bocasne the name corrclates, is in alphabetical ceder oo the reference page, and s
followed by the yvear 10 provade clanfication in satances of sene lant nasaes of authors

deing used

The reference/work cited page is always on its own page.

Any article, book, website ex., you include on this page.

ALWAYS give credit where 1t belongs or you could be accused of plagiarism.
Check with your professor about formatting.

College of theMainland.
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Formatting Your Outline

 ALWAYS Three parts of an outline+ Work Cited/Reference Page

- CONSISTENCY -
Pz
Instructor’s preference* Y /// /%
SVE How much 1s too much? )
~ e+ Spacing 5
* Cover page % %(

Always get an assignment and/or instruction sheet from
your instructor!
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‘How is an outline goihg to )
help with my speech?

* Remember, your outline 1s a GUIDE for
your speech.
* Never read your outline during a speech,
you should already know the material at g,
this point.
* Pick and choose parts for your notecards
 Remember the flow, not the exact words
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* Lastly, remember that you now KNOW this!

* You have been working on this speech/outline/
researching for weeks, and have become at least
semi-familiar with your topic.
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Help Needed! ¥ o ¥

With enough time, there is § %
always help available to you.

* Professors want you to succeed. Ask them 1f you have
any questions on a speech or assignment.

* There are also many labs available on campus.

* Here at the SRWC, we have speech instructors that can
help guide you 1n the right direction.
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IN REVIEW

* We explained what an outline was, and why an
outline 1s not only needed in a speech class, but it
can also be beneficial in your future.

* We showed the different parts of an outline.

* We gave examples of the outline format.

* We gave some additional tips on how using your
outline will guide the process of practicing for your
speech.
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