Basic Rules of Outlining

Standard Symbols:

A speech outline generally uses the following symbols:

I. Main point (Roman Numeral)

A. Sub-point (capital letter)

1. Sub-point (standard number)

a. Sub-point (lowercase letter)

Major Divisions of the Speech:  Introduction, Body, and Conclusion: are not given symbols but should be left aligned in Bold.  

Notice that each sub-point is indented a few spaces from the symbol above it.  Each sub-point should use hanging indents so that words from a lower sub-point do not extend under the previous sub-point symbol.

The Rule of Division
Main points and sub-points represent a division of a whole; therefore, you must have at least two main points for every topic since you cannot divide something into less than two parts.  For example: each time you use a Roman numeral “I” you must also have a Roman numeral “II”.  Also, whenever you have an “A” you must also have a division “B.”  

The Rule of Parallel Wording

Main points at least should also have parallel wording.  They should be stated in a similar manner and contain only one idea.

For example parallel wording in a speech about Teenage Driving:

I. Teenage drivers are more likely to have accidents due to inexperience.

II. Teenage drivers are more likely to have accidents due to distractions.

A. Distractions may be caused by cell phones.

1. While driving, teenagers make more social calls than adults.

2. While driving, teenagers receive more social calls than adults.

B. Distractions may be caused by fellow passengers.

C. Distractions may be caused by music.

D. Distractions may be caused by eating fast food take-out.

III. Teenage drivers are more likely to have accidents due to alcohol.

IV. Teenage drivers are more like to have accidents due to excessive speed.

