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FIGURE 3.2 Format for an Outline

Title: Major Idea or Purpose

I. First major component
 A. First subpoint
  1. Detail, illustration, evidence
  2. Detail, illustration, evidence
  3. Detail, illustration, evidence
 B. Second subpoint
  1.
  2.
II. Second major component
 A. First subpoint
  1.
  2.
 B. Second subpoint
  1.
  2.
  3.

Tips for Making Outlines

Define the main topic in the title.

Divide the topic into main points, preferably three 
to five.

Break the components into subpoints.

Don’t put a single item under a major component 
if you have only one subpoint; integrate it with the 
main item above it or reorganize.

Strive to make each component exclusive (no 
overlapping).

Use details, illustrations, and evidence to support 
subpoints.
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FIGURE 3.3 Audience Response Determines Pattern of Organization
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Direct
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or main idea
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or main idea


