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CREATING AN OUTLINE

An outline is a good way to organize your thoughts when writing original reports, doing research, and giving presentations. Here is how you can set up your own tabs to create an acceptable outline.  Turn off Automatic Numbered Lists (Tools, AutoCorrect, AutoFormat as you type.)

1. Type any introductory information and the outline title before setting tabs.  Then,

2. Set a decimal tab .5” from the left margin.

3. Set a left tab in increments of .25” to the right of the decimal tab for each level of your outline.  This distance may need to be adjusted for larger outlines.
4. As you start each new outline level for the first time, set a hanging indent for that level.

5. Spacing can vary on outlines.  They can be single-spaced, double-spaced, you can apply space before and after text in paragraph format, or follow any number of spacing formats.  Follow instructions where applicable.  Watch for proper alignment of each level!

[Turn on the Show/Hide feature to see tab strokes.]
A SAMPLE OUTLINE FORMAT


I.
Level 1 uses Roman numerals (set .75” hanging indent)



A.
Level 2 uses uppercase letters (set 1” hanging indent)



B.
Level 2




1.
Level 3 uses Arabic numbers (set 1.25” hanging indent)




2.
Include at least two items for each level





a.
Level 4 uses lower case letters (set 1.5” hanging indent)





b.
Level 4


II.
Level 1



A.
Level 2



B.
Level 2

