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Outline / Writing Plan

• Advantages to the writer:
• Forcing order on a collection of ideas
• Showing at a glance whether ideas flow
• Providing a blueprint for the entire paper



Writing is a Process
Strong essays cannot be written 
overnight! 

It’s a PROCESS that includes: 
Pre-writing – brainstorm words 
or phrases, free write for 5 
minutes, create a thought 
cluster, etc. 
Planning – create a thesis, 
assemble evidence, create an 
outline 
Practice – draft, edit, & 
repeat!





Formal Outline
• Major content 

divisions/categories Roman 
numerals

• Must include at least two 
major divisions (three to 
six are preferred)

• Subdivisions use capital 
letters 

• Next subdivisions by 
numerals, then, by lower 
case letters

• Subdivisions always include 
at least two

I. Roman
A. Capital Letter

1. Number
2. Number

a. Lower case
b. Lower case

II. Roman
Etcetera 

Look at the Handout titled “MLA 
Outline Template”



I. Introduction:  hook, bridge, thesis (complete sentence)
II. Major Content – may turn into paragraph or may be just outline 

placeholder for each section
A. For all capital letters, write a complete sentence or phrase or big idea that 

expresses the paragraph’s main idea that connects back to the thesis
1. For numbers, write a phrase that represents the proof or evidence to support main 

idea
a. Phrase of specific support and details 
b. Could be an example, source paraphrase, quote, statistics

2.
B. Another main idea to support the thesis.  Each body paragraph must have a 

main idea.  You will have as many capital letters as body paragraphs for each 
section of your paper.

III. Another major content or section – I use Roman Numerals as 
placeholders to track each part of my paper.  I don’t include this 
information in my actual paper.  In other words, you won’t create 
section titles.  You’ll write in paragraphs and the topic sentence will 
indicate the support.



Outline Blocks
Introduction
•Attention grabber
•Background
•thesis

Sub-topic One

Use note cards to block out 
the research paper.  This 
makes it easy to re-
arrange and add 
information as needed

Conclusion



Step by Step
• Follow the format on the sample essay

• Use phrases and key words
• Remember!  This is a plan, not a draft.  

• Plan as much of your paper as you can!  This is 
also the time to plan the next research 
notecards.

• I usually start with BIG IDEAS – topic 
sentence of body paragraphs – then fill in 
details 

• Don’t forget to plan the conclusion
• What would you like your reader to think about 

after finishing your essay?



A (50-45) B (44-40) C (39-35) D/F (34 -30)
Outline / 
Content

Exemplary plan that shows deep 
thought; will probably only need 
minor changes in the drafting stage –
it is that well thought out.  

Very good and 
thoughtful plan; may 
change in the drafting 
but those changes will 
make the paper better.

Average plan, quickly put 
together, but does provide 
guidance for drafting the 
paper.

Limited in scope; 
incomplete; poorly 
organized 

Thesis Clear and states an arguable point 
which people could reasonably agree 
or disagree; it takes a stand.

Clear and proposes an 
arguable point, but it 
does not take a clear 
stand. 

Somewhat clear but does 
not fully propose an 
arguable point.

Thesis absent from 
Outline.

Introduction  Introduction engages the reader and 
creates interest.  Includes background 
information.

Interest created with 
limited background 
information.

Attempts to engage reader 
with minimal background 
information.

Unclear, limited 
and muddled 
information.

Main Points / 
Body 
Paragraphs

Clear topic for each main point / 
body paragraph with specific 
support/examples that connect with 
thesis.  Exemplary plans also include 
transition words and phrases.

A solid effort planning 
main points/body 
paragraphs with 
examples.  Includes 
several transition words.

Limited plan that’s missing 
main points and/or support.

Rough plan, 
limited in content

Format Clear format with Roman numerals, 
letters and numbers; typed or neatly 
hand-written. 

Clear format with a few 
minor errors.

Average format with 
multiple confusing sections.

No consistent 
format attempted.

*Draft Outlines Draft includes the majority of the 
paper, but may include place holders 
with ideas and more research needed.

Parts of the draft outline 
are detailed, but parts 
are just big ideas.

Mostly just big ideas without 
details or direction for 
research.

Limited plan, 
incomplete.


