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Outlining is designed to help students develop an understanding of what outlines 
are, the structure of an outline, and the purpose of each component. The book 
also illustrates the value of using outlines as a study aid and a systematic way 
to organize material.

The activity pages lead students, step-by-step, through the outlining process, 
providing lots of practice with each new concept. They examine prepared 
outlines, complete partial outlines, and create their own outlines from 
information provided.

Students also are asked to compose single paragraphs and longer reports from 
given, outlined notes. 

Upon completion of Outlining, students should be able to:
Identify the parts of an outline•	
Use accurate outline form and punctuation•	
Complete an outline of multiple-paragraph length•	
Compose a short report based on a given outline•	
Name at least three uses of an outline•	

The reproducible pages in this book allow teachers the flexibility of meeting 
student needs for extra practice or advancing as skills are mastered. Outlining 
may be used as a teaching unit in itself or as a supplement to enrich or remediate 
the standard curriculum coverage of this material.

The last page may be used as a small poster. It shows students the basic structure 
and punctuation of outlines. You may find it helpful to post this page for ready 
reference as they work to improve their outlining skills.
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