
OUTLINING 
 
Good outlining requires six considerations: symbolization, subordination, coordination, simplicity, discreteness, & division. 
 
1. SYMBOLIZATION:  this guideline requires that correct symbols be used (e.g., traditional/MLA style) and that 

similar symbols (I, A, 1, a, and so on) should represent items or points of equal importance.  The symbol and its 
indentation should indicate the relative importance of the item that follows. Usually, main points are Roman 
numerals, major sub-points are capital letters, minor sub-points are Arabic numerals, and so on.  The greater the 
importance or scope of the statement, the nearer it should be placed to the left-hand margin.  If a statement takes 
up more than one line, the second line should be indented the same as the beginning of the first.  Traditional outline 
symbols: 

 
 
  I. 
   A. 
    1. 
     a. 
      1.) 
       a.) 
         i.) 
        ii.) 
       b.) 
      2.) 
 
     b. 
    2. 
   B. 
  II. 
 
    WRONG    RIGHT 
 
 I. Your garden’s soil must be prepared.  I. Your garden’s soil must be prepared. 
  II. Perform a basic soil test by squeezing  A. Perform a basic soil test by squeezing 
                   a handful.         a handful. 
   A. It is sandy if it will not stay clumped.    1. It is sandy if it will not stay clumped. 
   2. It may be high in clay.     2. It may be high in clay. 
    1.) It would form a sticky lump    a. It would form a sticky lump.  
    2.) You would be able to mold it    b. You would be able to mold it  
             into shapes.        into shapes. 
   3. Loamy soil is most desirable.    3. Loamy soil is most desirable. 
    a.) It forms a loose clump.     a. It forms a loose clump.   
    b.) It breaks apart when lightly    b. It breaks apart when lightly  
                  tapped.         tapped. 



            
2. SUBORDINATION:  proper subordination means that related lesser points supporting a general category or 

statement should be grouped separately from the category, usually by means of indentation, and given lower-level 
symbols. They should be placed under the correct heading, not under a less relevant heading.   

 
     WRONG       RIGHT 
 
 A. Sleeping bag selection.     A. Sleeping bag selection. 
  1. Type of insulation.     1. Type of insulation. 
  2. Warmth.       2. Warmth. 
  3. Bag construction.      3. Bag construction. 
  4. Water resistance.      4. Water resistance. 
  5. Ground padding/insulation.   B. Ground padding/insulation. 
   a. Air mattresses.     1. Air mattresses. 
   b. Closed cell foam pads.    2. Closed cell foam pads. 
   c. Self-inflating pads.    3. Self-inflating pads. 
  6. Tent selection.     C. Tent selection. 
   a.  Size.       1. Size. 
   b. Shape.      2. Shape. 
   c. Summer vs. winter use.    3. Summer vs. winter use.     
 
 
3. COORDINATION:  good coordination means that sub-points that have more in common with each other should be 

sub-grouped together. 
 

     WRONG       RIGHT 
 
 A. Popular dog breeds.     A. Popular dog breeds. 
  1. Labrador Retriever.     1. Sporting (Gun) dogs. 
  2. Yorkshire Terrier.       a. Labrador Retriever. 
        3.     German Shepherd.      b. Golden Retriever.  
  4. Golden Retriever.      2. Toy breeds. 
  5. Beagle.        a. Yorkshire Terrier.    
  6.     Shetland Sheepdog.      b. Toy Poodle. 
   7. Dachshund.        c. Chihuahua. 
  8. Toy Poodle.       3. Herding dogs. 
  9. Chihuahua.        a. German Shepherd. 
            b. Shetland Sheepdog. 
           4. Hounds. 
            a. Beagle. 
            b. Dachshund. 
 



4. SIMPLICITY:  this guideline requires that each numbered or lettered statement should contain only one idea, i.e.,  
 one sentence per heading at the most! 
 
     WRONG       RIGHT 
 
 I. I wish to describe the following pitches used  I. I wish to describe the following pitches used 
  in baseball:         in baseball: 
  A. The fastball and the      A. The fastball. 
   curveball.        B. The curveball. 
  B. The slider and the       C. The slider. 
   knuckleball.        D. The knuckleball.     . 
  
      
      
5.   DISCRETENESS:  this means that each item in an outline should be a distinct point and not overlap other items. 
 
     WRONG       RIGHT 
 
 A. Pro’s of working as a waitperson.   A. Pros of working as a waitperson. 
  1. Part-time hours available.   1. Part-time hours available. 
  2. Relatively good compensation.   2. Relatively good compensation. 
 B. Cons of working as a waitperson.    3. Enjoyable customers. 
  1. Physically draining.     4. Friendships with co-workers. 
  2. Must cope with difficult people.  B. Cons of working as a waitperson.   
  3. Compensation can vary unpredictably.  1. Physically draining. 
  C. Rewarding parts of the job.     2. Must cope with difficult people. 
  1. Enjoyable customers.     3. Compensation can vary unpredictably. 
  2. Camaraderie with other employees.   
 
 
          
6. DIVISION:  if a topic area is divided, it should have two or more subordinate parts (In other words, if you are going 

to have a “1,” you should also have a “2;” if you’re going to have an “A,” you should also have a “B.”)  A single sub-
point is usually unnecessary and can be combined with the major heading. 

 
     WRONG       RIGHT 
 
  A. Walking.       A. Health benefits of walking. 
  1. Health benefits.   
 
 
 
 



                                                          THREE BASIC TYPES OF OUTLINES   
  
      
WORD (OR KEY TERM) OUTLINE 
 
Camping Warmth and Shelter Needs  
 
I. Sleeping bag. 
 A. Insulation. 
 B. Warmth. 
 C. Construction. 
 D. Water resistance. 
II. Ground padding/insulation. 
 A. Air mattresses. 
 B. Closed cell foam pads. 
 C. Self-inflating pads. 
III. Tents. 
 A. Size. 
 B. Shape. 
 C. Summer vs. winter use.    
 
      

 
 
 
 
PHRASE OUTLINE 
 
Camping Warmth and Shelter Needs 
 
I. Choosing a sleeping bag. 
 A. Insulation types a factor. 
 B. Warmth a crucial consideration. 
 C. Differing construction a factor. 
 D. Water resistance considered. 
II. Options for ground padding/insulation. 
 A. Air mattresses an option. 
 B. Closed cell foam pads more dependable. 
 C. Self-inflating pads most sophisticated. 
III. Selecting a tent. 
 A. Size a consideration. 
 B. Shape’s effect on use. 
 C. Summer vs. winter use critical. 

 
  SENTENCE OUTLINE 
 
  Camping Warmth and Shelter Needs 
 
  I. Sleeping bag choice is your most critical concern. 
    A. Insulation type matters. 
   B. Warmth is a crucial consideration. 
   C. Bag construction is a factor. 
   D. Water resistance might matter a lot. 
  II. Ground padding/insulation will affect your comfort. 
   A. Air mattresses are inexpensive. 
   B. Closed cell foam pads are more dependable. 
   C. Self-inflating pads are the most sophisticated         
    approach. 
  III. Tents can shelter you from the elements. 

   A. The size of the tent should suite your needs. 
   B. The shape will affect its usefulness. 
   C. Consider whether the tent is for summer or winter use. 
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