Outline Format

All outlines must follow this format:

I.     Roman numeral one is for a major section heading such as your introduction


A.  The next level is indented and is designated by capital letter “A” (you cannot have “1” without “2” or “A” without “B”


B.  Keep in mind that a thesis statement is one of the following:



1.  A point to be proven



2.  A question to be answered



3.  A problem to be solved


C.  Your 3-part thesis statement may be broken down in the 3rd level as follows:



1.  Thesis statement part 1 (Bing)



2.  Thesis statement part 2 (Bang)



3.  Thesis statement part 3 (Bongo)




a.  if you need to go to the next (4th) level, use lower-case letters “a, b, c” etc.




b.  remember to always indent another level each time

II.    Roman numeral two is for the next major section heading (BING)


A.  Break your major headings into as many parts as are necessary (Bing, Part A)



1.  This would be a good way to itemize the pertinent points that will support your thesis




a.  at the 4th level you may want to include page numbers from your text




b.  quotes are also a good means of supporting your points





i.    sometimes it is necessary to explain your evidence





ii.   in those cases, take it to the 5th level and use lower-case Roman numerals




c.  if you go to the next level in one instance (as in “b”), you don’t have to in the next



2.  Your next major pertinent point of support goes here



3.  And the next one here…



4.  And so on…


B.  Bing, Part B goes on this line



1.  You don’t have to go as deep as you did in A, but you should go into some detail…



2.  And of course, you need a “2” to go with your “1”

III.   Roman numeral three is for the second part of your thesis (BANG)


A.  Don’t think of the Roman numerals as paragraphs,


B.  Think of them as sections


1.  You should probably think more in terms of parts “A” and “B” as paragraphs



2.  And parts “1” and “2” as organizational sections




a.  while your parts “a” and “b” may constitute specific sentences you wish to include




b.  though not your only sentences!

IV.    Roman numeral four is the final (not to be confused with weakest) part of your 3-part thesis statement (BONGO)


A.  Follow the same format as you have throughout


B.  Include as many items of support as you need



1. Take it to the 3rd level when necessary




a.  and the 4th when you can





i.    keep in mind that the more detailed you get here





ii.   the easier it will be to write your paper when it comes time




b.  create as many versions of your outline as you need



2.  Remember: it’s not wasting paper if you use it wisely


C.  It’s okay to start very generally and get more specific with each rendition



1.  You should plan on making as many as 4 different versions 



2.  Add new material, info, support, quotes, evidence, etc. in each version

V.     Roman numeral five is your conclusion


A.  In most cases, this won’t be as detailed as the rest of your outline



1.  One reason for this is that, presumably, you don’t need to go to great lengths to explain things


  
2.  You should have answered all relevant questions in the body sections of your paper (Bing, Bang, Bongo)


B.  Avoid simply restating your thesis statement as your conclusion


C.  Strive to make an interesting, meaningful statement that leaves the reader (me) fulfilled

