Standard Paper Outline

I. Intro


A. Introduce main theory/thing/concept/function (whole)


B. Define


C. Explain (how it works, why it’s important)


D. Thesis—use “because”


E. Identify components (parts)



1. Components A, B, C, D, etc.

II. Component A


A. Define

B. Explain


C. Apply (demonstrate how it works—use an example)


D. Analyze and/or evaluate the example


E. Connect to main concept/thesis



1. Show relationship between part and whole

III. Component B


A. Define

B. Explain


C. Apply (demonstrate how it works—use an example)


D. Analyze and/or evaluate the example


E. Connect to main concept/thesis



1. Show relationship between part and whole

IV. Component C


A. Define

B. Explain


C. Apply (demonstrate how it works—use an example)


D. Analyze and/or evaluate the example


E. Connect to main concept/thesis



1. Show relationship between part and whole

V. Component D


A. Define

B. Explain


C. Apply (demonstrate how it works—use an example)


D. Analyze and/or evaluate the example


E. Connect to main concept/thesis



1. Show relationship between part and whole

VI. Conclusion


A. Restate argument to show that thesis is valid 


B. Connect thesis to larger world

Summary 
A. Begin with a one sentence description of what the source is (this sentence may not contain a verb and therefore may actually be a fragment).  Most should begin: “A adjective noun of” (A useful analysis of; A critical summary of; A concise statement of; etc.).  You may or may not use the adjective depending on whether the source takes a point of view or can be quickly described.  This first sentence should be fairly objective, although the adjective can give a sense of your evaluation of the source.
Some useful adjectives: biased, broad, careful, chronologically-ordered, cogent, coffee table, concise, critical, descriptive, failed, favorable, focused, general, gushing, harsh, high-spirited, historical, humorous, narrow, negative, overly general, philosophical, popular, positive, scholarly, short, short-sighted, sociological, successful, systematic, thorough, useful, valuable, wide-ranging.
Some useful nouns: account, analysis, anthology, approach, argument, assessment, attack, attempt, biography, call, collection, compilation, critique, description, discussion, examination, explanation, exploration, history, interpretation, investigation, manifesto, novel, picture, plea, presentation, proclamation, review, revision, story, study, summary, telling, treatise, treatment, volume.
B. A statement of the author’s thesis or main point.  Use the author’s name.  Some useful terms: argues, asserts, believes, finds, opposes, posits, proposes, thinks.  This sentence should sum up the book’s argument.
C. Method.  Explain how the author goes about proving the thesis.  If there is an obvious theory or method (which the author will put forward in the introduction), include a statement indicating or briefly explaining what that method is.
D. Main points and parts.  Briefly state what each main section of the book covers or what main points the book advances.  In this section of the summary you walk your reader through the book.  You can use the titles of the book sections or not, as appropriate.
E. Conclusion.  Include the author’s conclusion if you have not done so already in the thesis section, or if the conclusion is somehow different from the thesis.  Use the author’s name.
F. Evaluation.  If appropriate, include an evaluation of how useful the work is and why it is that useful.  Most of the time you should include an evaluation.  
Summary/Response or Summary/Reflection

Demonstrate: You have read/seen the material, you understood it, you have thought about it, you can make connections between it and other material from class, and that you can apply it.

I. Brief summary

A. State what the reading/video was, its focus, and what was covered.

II. First point

Work either organizationally through the text (start at the beginning, move through to the end) or by points of interest (especially if you only have a page to work in).

A. State the text’s viewpoint.

It either reinforced what you already knew/believed, informed you about something you didn’t know anything about, surprised you because you thought something different about the topic, or had little effect because you disagree with the text’s view of the topic.

1. Explain your reaction.  Talk about what you already knew, why you didn’t know about the topic, what you used to think, or why the text is wrong.

B. Make connections with other readings


1. How does this reading or video relate to other things from class?

C. Apply it (one of these or all three)

1. How does it change your view of a past situation (what you wish you had known)

2. How you would use it in a current situation

3. How you would use it in the future

III. Second point (if needed)

Follow outline above.

IV. Open-ended, thought provoking question


A. Tactical (how should the point raised in the reading be used?)


B. Strategic (what can be done with the point on a larger scale?)


C. Philosophical (what is the meaning of the point?)

Continue until you have filled the required number of pages

Essay Exam 

I. Intro


A. Restate the question as a statement and complete it (this is your thesis)


B. Lay out organization of answer (follow points of question or come up with your own main points and structure).

II. Point A


A. relationship of point A to thesis


B. Evidence 1 (story, quote, concept)


C. Evidence 2 


D. Evidence 3 


E. What Point A means (conclusion about point A)
III. Point B


A. relationship of point B to thesis


B. Evidence 1 (story, quote, concept)


C. Evidence 2 


D. Evidence 3 


E. What Point B means (conclusion about point B)
IV. Point C


A. relationship of point C to thesis


B. Evidence 1 (story, quote, concept)


C. Evidence 2 


D. Evidence 3 


E. What Point C means (conclusion about point C)
Conclusion


A. Point A, B, C


B. Thesis


C. Closer  
