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	An outline can help you organize information in expository or persuasive writing. Word has an Outline view that makes it easy to see the organization of your document.


	

	This document is already set to display in Outline view. You can change any document to Outline view; use the Outline button at the bottom of Word:
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In Outline view, each heading and paragraph has a grab-handle:
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You can use the handles to:

· Drag paragraphs to a different place.

· Move a heading around—the subordinate paragraphs are dragged with it.

· “Promote” or “demote” headings or paragraphs to a different outline level, by dragging left or right.

· “Demote” a heading to a paragraph. Drag all the way to the right; once it snaps back left, it’s a paragraph again.

· Hide or reveal subordinate paragraphs. Try double-clicking a heading handle: The text below is hidden. Double-click it again to reveal the text.

Now, start your own outline by replacing the text below, or click here to see an example.


Write your focus statement.

I. Write your first topic sentence.

A. Write your first supporting detail.

B. Write your second supporting detail.

C. Add more letters for more supporting details (or delete this line).

II. Write your second topic sentence.

A. Write your first supporting detail.

B. Write your second supporting detail.

C. Add more letters for more supporting details (or delete this line).

III. Write your third topic sentence.

A. Write your first supporting detail.

B. Write your second supporting detail.

C. Add more letters for more supporting details (or delete this line).

Example Outline

Tornadoes are nature’s most violent storms.

I. Tornadoes form when two masses of air meet and battle in the sky.

A. Warm, moist air and cold, dry air collide and form updrafts.

B. A large rotating thunderhead called a supercell forms.

C. A vortex (funnel) takes shape inside the supercell and reaches for the ground.

D. Once the funnel touches the ground, it is a tornado.

II. Tornadoes cause damage with high winds, low pressure, and hail storms.

A. Winds of more than 250 mph hurl debris as missiles.

B. Low pressure rips roofs off buildings.

C. Pea-size to grapefruit-size hail smashes cars and buildings.

III. A few simple precautions can help people stay safe during a tornado.

A. Create and agree upon a plan to follow in case of a tornado.

B. Find a place without windows, preferably a room in a basement or a closet in the middle of the house.

