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Outline Revision Guide
Directions: Use the checklist to edit your outline on the computer.  This sheet must be completed and submitted when you give your speech to get full credit.
Introduction:

____ Attention Grabber:  How do you gain the attention of the audience?  Can you improve?
____ Thesis Statement:  Does the thesis statement introduce the topic and main ideas of the speech?  Is the thesis the last sentence of the introduction? 
____ Is the introduction in paragraph form?  If not, fix it.

____ Fix any incomplete sentences.   

____ Fix any misspelled words, errors in capitalization, or awkward sentences.
Body:

____ Are the main ideas clearly defined and separated (I, II, III, IV, V)?  If not fix them.  
____ Are there at least three supporting facts for each main idea (A, B, and C)?  If not, fix this.  

____ Are there transition words between before each Roman Numeral (I, II, III, IV, V)?
____ Make sure there are NO complete sentences in the body.  Change any complete sentences into phrases (key words).
Conclusion:

____ Is there a closing transition?  If not, add one.
____ Does the conclusion review the main ideas?  If it doesn’t, add this.  

____ Does the conclusion give the author’s own analysis / view on the topic?  If not, add this.
____ Does the conclusion end with a lasting impression?  If not, add this
____ The conclusion is in paragraph format.  Fix any incomplete sentences.

____ Mark any misspelled words, errors in capitalization, or awkward sentences.
Format:  

____ Is there a title?  If not, add one.
____ The outline needs to be: Double Spaced (including works cited page), 12pt font, and in Times New Roman.

____ The heading needs to include: your name, teacher’s name, date, class and period; double spaced; left hand upper corner
Works Cited:

____ Need at least three sources.

____ Sources need to be in alphabetical order.

____ There needs to be an indentation after the first line of each source citation listed.

____ Check your citations for format errors…they should match your bibliography cards.

____ Works Cited should be written at the top…NO bold, underline, or large font
When you are finished, list FIVE revisions/changes/improvements you made to your outline:

1.

2.

3.

4.

5.
