Check list for Informative Speech Outline
Header

· Title

· Your name

· General Purpose

· Thesis

Introduction

· Roman numerals used

· Attention getter – ONE sentence, no questions

· Common Ground

· Thesis – does this match your header?

· Preview – use your signposts!

Body

· Roman Numerals on all main points

· Sub points are labeled with capital letters

· Sub points support main points

· NO little a,b,c’s

· All Sub points are cited!

· Transitions are in parenthesis between main points

Conclusion

· Roman Numerals used

· Summary – make sure this matches your main points

· Re-statement of thesis – Make sure this matches your introduction

· Final statement – ONE sentence only.

General

· Full sentences

· Punctuated correctly

· Cites are numbers in parenthesis behind all sub points

· Grammar

· Proof read

· Preferably no cites before 2005

· Absolutely no cites before 2000

· No “I” use “we”

· Numbers under 10 get spelled out

Works Cited

· Works cited title centered

· MLA 

· Periods at the ends?

· Alphabetized – drop A, An, The

· One line per entry

· Second line indented







