(Sample Outline Form – Adjust to Match YOUR Report)

Title Bold and Centered– Times New Roman, font 16
By (Your Name)

Introduction:  Turn off bold and change your font to size 12.  Write a sentence or two that states the main idea of your presentation.

I.  Put Capital Letters in Your First Topic 

A.  Your First Supporting Detail



1.  Give examples here in SHORT PHRASES OR SENTENCES.  Be consistent.


2.  Remember that you can’t “BREAK” a detail into only one part!  (A 1 must have a 2!)


B.  Your Second Supporting Detail



1.



2.  (There many be more than two examples.)

II.  This is Your Second Topic


A.  Your First Supporting Detail for This Topic



1.  Give examples here.



2.  Remember that you can’t “BREAK” a detail into only one part!  (A 1 must have a 2!)


B.  Your Second Supporting Detail



1.



2.  

III.  Continue With As Many Topics That You Have


A.  Your First Supporting Detail



1.  Give examples here



2.  Remember that you can’t “BREAK” a detail into only one part!  (A 1 must have a 2!)


B.  Your Second Supporting Detail



1.



2.




a.  You can break examples down, if you need to




b. 

Conclusion:  Finish with a sentence or two that directs your listeners to where they can obtain more information.
*  Remember:  An outline is NOT the written report.  It should be a step-by-step plan for what topics you will cover in your report.

___________________________________ (Title / Topic)

__________________________________ (by line)

Introduction:  
___________________________________________________________________________



___________________________________________________________________________

I.  _____________________________________________________________________________________


A. _______________________________________________________________________________ 


1. _________________________________________________________________________



2. _________________________________________________________________________


B. _______________________________________________________________________________ 


1. _________________________________________________________________________



2. _________________________________________________________________________

II.  ____________________________________________________________________________________


A. _______________________________________________________________________________ 


1. _________________________________________________________________________



2. _________________________________________________________________________


B. _______________________________________________________________________________ 


1. _________________________________________________________________________



2. _________________________________________________________________________

III.  ____________________________________________________________________________________


A. _______________________________________________________________________________ 


1. _________________________________________________________________________



2. _________________________________________________________________________


B. _______________________________________________________________________________ 


1. _________________________________________________________________________



2. _________________________________________________________________________

Conclusion: 
 ___________________________________________________________________________



____________________________________________________________________________
