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    Outline
A well-written report or speech is most likely the result of an outline. Delivery of a speech or submission of a report is only part of the whole process of making that article. Without a plan, there is no act of doing or action. For example, going into battle without strategy is like running head-on towards a sword. Suicide.

Outline template and speech outline examples in the page show that having an outline to a speech is always helpful and provide guidance to the direction of an article. Scroll down the page to get a better look at other samples.
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What Is the Format of a Standard Outline?

A standard outline commonly follows the usual format of introduction–body–conclusion as with any other article. Standard outlines follow a format to introduce report structure and order to a topic.

A standard outline also has the following:

	Title of the research, project, or speech
	The thesis statement of purpose of the article
	Major points or topics to be discussed usually indicated by roman numerals (i.e., I, II, III, IV, and so on)
	Under any major point may be subtopics marked by capital arabic numerals (i.e., A, B, C, D, and so on)


As mentioned earlier, any outline starts with the self introduction speech. The introduction is usually labelled as I or the first major topic in an outline.

The body is composed of the main topic and all the supporting topics for the article. Each major topic may have a subtopic and each subtopic additionally may be composed of other items.

The conclusion should be the last point of the outline containing the summary.

Outline examples, project outline and speech outline examples shown in the page further show how a format of a standard outline looks like. Feel free to get a closer look at the sample by clicking on the download link button below the sample.
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Guidelines for Writing an Outline

The first step to creating a well-written article is with an outline. An outline guides and provides structure to a speech or article writing.

Here are a few tips in writing an outline:

	Coordination. There must be coordination in between the headings of an outline. All headings must be of the same importance. This is particularly the same as with the sub headings in an outline.
	Structure. Structure in terms of making a heading must be the same. There must be connection in the making of the headings such as if headings are started or named after the same tense (i.e., present tense, past tense, etc.)
	Levels. Major headings and subheadings must have hierarchy. A major heading, for example, is a general term which has a subheading of a particular term (and so forth). Major headings are usually composed of two or more subheadings. Each heading is a composition of subheadings or split into different subheadings.


For whatever format an free outline may be written, it is important to emphasize on chronology or order in which the topics are discussed or mentioned. The aforementioned format is that of a standard outline. There are two other formats, namely:

	Full sentence outline format – the full sentence format is also based on an arrange order but uses full sentences on each level of the outline.
	Decimal outline format – this format is structured the same as a standard format but uses whole numbers and decimals in combination (i.e., 1.0, 1.2, and so on).


The decimal outline format is least used among the formats as it usually is used for research paper outlines or even court and legal agreement outlines.
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How to Create a Training Outline

For most trainers, they already know what to do. However, there will be times when covering some of the topics will be forgotten. To avoid this, a training outline must be made for reference. Here is what the road map for your training would be:

	Objectives – Who is your audience? Define the broad topic that needs to be discussed. Describe what the you want to be done at the end of the training. Clarify all the topics that need to be discussed and the time involved.
	Methodology – Define how the content would be presented and the supplemental materials to be used for the presentation
	Feedback – The evaluation plan component assesses the learning accomplishment of your participants. The participants are allowed to provide feedback regarding the experience they had with the training.
	Results – Reviewing the results and assessing if the training produced the results that were intended and thinking of ways of improving the training.


Formal outline example and training plan outline examples are visibly labelled on the page for additional information regarding a training outline and how it is structured.
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Uses of an Outline

An outline has many uses and the creation of one would definitely help you in making your speech or research more effective. The primary uses of an outline are:

	Used as an aid in the writing process. With the help of the outline, topics are arranged and the flow of an article or speech is seen and provide reference in case of any forgotten topic.
	An outline helps organize your ideas since they are arranged in a chronological order. This helps the presenter to focus on imparting knowledge.
	The outline showcases your article in a logical manner that can be easily understood.
	The relationships between topics in the article are shown in the outline. Each topic and sub topic all supplement and support each other to arrive at a single purpose or conclusion.
	It provides an overview of the article in a single setting.
	It also defines the limits that are covered by the article or writing.





  
    
      	
                    
                        22+ Examples of Notices in Word                    
                  
	
                    
                        8+ Program Outline Examples, Samples                    
                  
	
                    
                        23+ Speech Examples in PDF                    
                  
	
                    
                        54+ Examples of Checklists in Word Doc Format                    
                  
	
                    
                        34+ Examples of Plans                    
                  
	
                    
                        6+ Orientation Speech Examples, Samples                    
                  
	
                    
                        How to Outline an Essay                    
                  
	
                    
                        33+ Statement Examples in Word                    
                  
	
                    
                        26+ Examples of Essay Outlines                    
                  
	
                    
                        4+ Action Memo Examples, Samples                    
                  
	
                    
                        49+ Examples of Lesson Plans                    
                  
	
                    
                        How a Business Plan Can Help Small Business Owners?                    
                  
	
                    
                        34+ Questionnaire Examples in Word Format                    
                  
	
                    
                        22+ Invoice Examples in Word                    
                  
	
                    
                        28+ Examples of Agenda in Word Format                    
                  
	
                    
                        35+ Chart Examples in Word                    
                  
	
                    
                        26+ Examples of Receipts in Word Doc Format                    
                  
	
                    
                        24+ Speech Templates and Examples                    
                  
	
                    
                        12+ Certificate Examples in Word                    
                  


      
  

  

 

  Start Editing



  
  	
      
    
	
      
    
	
      
    
	
      
    
	
      
    
	
      
    
	
     
      
    
    





 
    
    
      
        Learn
        
          AI Generator 
        
      

      
        Free Download
       
    

  

    
      

      
          AI Generator

            
              
                Text prompt

                
                  
                

              

              
                Add Tone

                
                  
                    
                       Select a Tone 
                    

                    
                      
                        
                      
                    
                  

                    	Friendly
	Formal
	Casual
	Instructive
	Professional
	Empathetic
	Humorous
	Serious
	Optimistic
	Neutral


                  

              

            

            
              Generate
            

            
                                      
                        10 Examples of Public speaking

                      
                                        
                        20 Examples of Gas lighting

                      
                      
            

      

      
      
        
        
          Free Download
        
      

      
    
    

    


       
        
                
                
                    Free Interactive Teacher Resources

                

                ©2024 Examples.com. All rights reserved.
            

        
                	Subjects
	English
	Chemistry
	Physics
	Biology
	Maths



	Business
	Agreement
	Analysis
	Checklist
	Contract
	Budget
	Business Letters
	Forms
	Plan
	Proposal
	Report
	Schedule
	Sheets
	Agenda
	Certificate
	Chart
	Documents
	Finance
	Management
	Marketing
	Survey
	Presentation
	Resume
	Branding
	Mission Statement
	Guardianship



	Design
	Announcement
	Banner
	Billboard
	Brochure
	Card
	ID Card
	Coupon
	Cover
	Email Signature
	Envelope
	Flyer
	Invitation
	Label
	Letterhead
	Logo
	Poster
	Signage
	Tag
	Ticket
	Voucher
	Event



	Education
	Case Study
	Essay
	Finance Education
	Goals
	Marketing Education
	Obituary
	Outline
	Educational Plan
	Questionnaire
	Research
	Sales
	Speech
	Scholarship
	Summary
	Writing
	Graduation



	Company
	About Us
	Contact
	Privacy Policy
	Terms of Use
	Disclaimer




            















 
