How to Build an Outline
Before you write a report or a research paper, it is helpful to create an outline.  Outlines help writers keep their ideas organized.  An outline includes topics and subtopics.


Topics are listed next to Roman Numerals (I, II, III, IV, V, VI)


Subtopics are indented below topics and listed by capital letters (A, B, C, D)


Details explaining subtopics are indented below subtopics and listed next to 
numbers (1, 2, 3, 4)


Further details that are related to explanation details are indented below the details 
and listed by lower case letters (a, b, c, d)


Each introductory listing is followed by a period before the information is given.  


Your outline should look like this:
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You must have at least two listings for each level.  You can't have a I without a II or an A without a B or a 1 without a 2 or an a without a b.

Organize your information into topics, subtopics, and details, and put the information in this format.

Point III. Of this outline should be the relationship of your topic to the book in which it is used.

