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Working Outline 
When an outline is required earlier, then the outline will be continuously revised. An outline 
will help you: 

 To get an overall view of your paper and to figure out how each section of the paper 
relates to the others. 

 To see the logical progression of your argument. 
 To keep track of all important aspects of your subject. 
 To focus your research on relevant topics. 
 To encourage you – with continuous revision - to change your thinking and your 

approach 
  
Word processing is useful for preparing a working outline. Word processing programs 
commonly have an outlining feature that offers several formats with automatic numbering and 
lettering. You can create different files for the outline; one file for the first outline version, 
another file for the revised version…etc. 
  
 
 

Thesis Statement 
 
An answer to a question or a problem: As you get to writing, you can begin framing a thesis 
statement for your paper. A single sentence that formulates both your topic and your point of 
view. The thesis statement is your answer to the central question of problem you have raised. 
Try out different possibilities until you find a statement that seems right for your purpose. Do 
not hesitate to revise the thesis statement as you write the paper. 
  
Purpose and audience: Two factors are important to the shaping of a thesis statement: 

 What purpose will you try to achieve in the paper? Describing something, explaining 
something, arguing a certain view, persuading the reader of a certain view? 

 What audience are you writing for? Specialist reader, adult reader, juvenile reader? 
  
Requirements and assistance of the instructor: Lots of instructors require students to submit 
the theses statements for approval weeks before the paper is due. The statement is usually 
included in a research project portfolio (will be discussed later). If you have difficulty in writing 
the thesis statement, talk to your instructor to help you. 
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Final Outline 
From working outline to final outline: After you have a thesis statement, you can begin 
transforming your working outline into a final one. This step will help you organize your ideas 
and the accumulated research into a logical, fluent, and effective paper. 
  
Deleting irrelevant material: Review all notes you have written to see how strongly they will 
support the various points in the working outline. Read over your working outline critically and 
delete everything that is irrelevant to the thesis statement. Unnecessary and irrelevant 
information will weaken your paper. 
  
Shaping a structure for the paper: 

 Bring related material together under general headings. 
 Arrange these sections so that one logically connects with another. 
 Order the subjects under each heading so that they proceed logically. 
 Plan an effective introduction and a conclusion appropriate to the sequence you have 

worked out. 
  
Organizing principles: 

 chronology: Historical discussion is an example. 
 cause and effect:  Scientific discovery is an example. 
 process: Election process is an example. 
 deductive logic: This moves from the general to the specific. 
 inductive logic: This moves from the specific to the general. 

  
Methods of development: You have to stick to the method or methods you will use in your 
paper either you need: 

 to define, classify or analyze something 
 to use descriptive details to give examples 
 to compare or contrast one thing with another 
 to argue for a certain point of view 

  
Integrating quotations and reference sources: It's a good idea to indicate in the outline the 
quotations and reference source you will use. 
  
Types of outlines: Two most common forms are: 

 the topic outline uses only short phrases throughout 
 the sentence outline uses complete sentences throughout 

  
 
 



                                                          

ANS | 2013-2014 3 

 

Outlining 

Labeling parts of an outline: The descending parts of an outline are normally labeled in the 
following order: 
I. 
     A. 
          1. 
               a. 
                    (1) 
                           (a) 
                           (b) 
  
                    (2) 
                 b. 
          2. 
     B. 
II. 
  
Logic requires that there be a II to complement a I, a B to complement an A, and so forth. 
  

Sample outline 
Conducting research 
 

I. The modern academic library 
A. Resources and services 

1. Print, electronic, and other non-print resources 
2. Computer services 
3. Availability or resources: on campus and off campus 

 
B. Orientation and instruction 

1. Introductory pamphlets and handbooks 
2. Orientation tours, lectures, classes 

 
C. Professional reference librarians 

 
II. Library research sources 

A. Books and similar publications 
B. Articles and other publication in print periodicals 
C. Miscellaneous prints and non-print sources 
D. Electronic sources 

 
III. The central information system 

A. A library's catalog of holdings 
B. Bibliographic databases 
C. Other electronic resources 
D. Links to other library catalogs 



                                                          

ANS | 2013-2014 4 

 

Outlining 

 
IV. Reference works 

A. Reference works that provide data about research materials 
1. Indexes 
2. Bibliographies 
3. Collections of abstracts 
4. Guides to research 

      
B. Reference works that give basic information 

1. Dictionaries 
2. Encyclopedias 

  
It goes on till the end of the outline. 
  

 


