
Rusek 

OUTLINING 
I. Organize information  

A. Pick a Topic 
B. Group research into MAJOR categories 

  1. Each category should contain similar information 
  2. You should have at least 3-4 separate categories  
  3. Give each category a Name 
   a. It should describe the information there 
   b. It should be a general title 
       C. Break up each category into smaller, sub-categories 
  1.  You should have at least 2 sub-categories 
  2.  Each smaller sub-category should contain similar information 
  3.  Come up with a Title for each new sub-category   
   a. It should describe the information there 
   b. It should be a general title 

D. Repeat step “C” until you cannot break information into  smaller sub-
categories 
 

II. Labeling 
A. The rule of 2 

1. If there’s an A, there has to be a B  
2. If there’s a 1 there has to be a 2  
3. If there’s an a there has to be a b 
4. ETC… 

B. Indentation 
1. Indent each time you change labels (numbers, letters, etc…) 
2. Similar labels should be aligned vertically 

a. Capital letters 
1). A 
2). B 
3). C 

b. Numbers 
1). 1 
2). 2 
3). 3 

c. Small letters 
1). a 
2). b 
3). C 
 
 
 



C. Label Order 
1. Start with Roman Numerals 

a. I. 
b. II. 
c. III. 
d. IV. 
e. V. 
f. VI. 

2. Break Roman Numerals down into Capital Letters 
3. Break down Capital Letters into Numbers 
4. Break down Numbers into Small Letters 
5. Break down Small Letters into Number/Parentheses 

a. 1). 
b. 2). 
c. 3). 
d. 4). 

6. Break down Number/Parentheses into Small Letter/Parentheses 
a. a). 
b. b). 
c. c). 
d. d). 

 

III.  Rules of thumb 
A. Type it!!! 
B. Bring 2 copies the day it’s due 
C. Cannot use classroom computer to make a copy the day it’s due 
D. This is an English Class 

1. Check for typos 
2. Make sure spelling is correct 

E. Use phrases – not sentences and paragraphs 
F. If you see the words “and”, “or”, “but”, etc… or some commas, slashes or 

dashes, you can probably break that heading down into two or three smaller 
titles 

G. Capitalize the first word next to each label 
 

IV. Don’t cut and paste information from websites 
A. It’s written in full sentences – not phrases 
B. It’s plagiarism 
C. The teacher can almost always tell 
D. Don’t cut and paste a large chunk of info, put it in quotes and think that’s 

okay either!  
E. Find research, paraphrase the information, write it in short phrases, and 

cite the source if necessary.  



 
 

V.  Introduction Contains 
A. Attention getter 
B. Purpose sentence 
C. Credibility Statement 
D. Preview of Roman Numerals 
 

VI. Conclusion Contains 
A. Review of Roman Numerals 
B. Personal anecdote 
C. Wrap up (may refer back to attention getter) 

 


