Research Paper

How to Make an Outline

Directions—The outline is to be used in the final paper as a table of contents.  It is also how you will organize your research before you write the final paper.  Your job today is to create your outline from your note cards. Follow these steps to build your outline.  Use the back of this sheet if you need more room.

1. Divide your note cards into three to five piles.  Each pile should have facts that are about similar things.  The facts should be related to each other.  For example, all the facts dealing with a persons life should go into one pile, and all the facts dealing with a persons job go into a second pile.
2. Name each of the piles.  For example, all the cards that talk about the person’s life should be called “Life.”  Write the names of the piles down in the space below.  These names will be the Roman Numerals.

3. Put these piles in an order that makes sense.  For example, early life should come before school which comes before career.  These are your Roman Numerals.
4. Separate your piles into mini-piles.  Name them and put them into an order that makes sense.  These are your Capital Letters. 
5.  You may put one or two of the most important facts as your Arabic Numerals (regular numbers) after the capital letters if you wish.

