OUTLINE TEMPLATE

I. INTRODUCTION
	SCENARIO:
* Introduce your topic and generate a purpose for it by creating a scenario:

· a situation in which knowing this process is vital
* Consider those infomercials we see on television that often begin with a rhetorical question:  Has this ever happened to you?
* Why should the reader read your essay or care about your process – because in the situation you describe this procedure is necessary.

* This scenario can come in the form of 

· the infomercial-style question 

· OR 

· a personal anecdote (a brief narrative that illustrates a point)

· then switch to 1st person 


	

	THESIS:
*  process-as-a whole

· # of steps

· difficulty of the steps

· total time it should take

* purpose of the process

* “If you follow these three easy steps that should take you approximately ten to fifteen minutes, you can change your own oil – and save money in the process.”


	


II. BODY PARAGRAPH #1

	STEP #1:

* the 1st step should always be to gather ALL necessary materials, tools, and/or equipment

* nothing should “magically” appear in the middle of your process


	

	PHASES-STAGES:

* group related steps 
* put them in the same paragraph

· …if they are short enough

· long steps can be in their OWN paragraph


	

	ORGANIZATION:

* organize the steps chronologically
* by time, in order, in sequence

· no “flashbacking” or “but first”

* use TRANSITIONS between steps

· after, next, while, meanwhile…


	

	DETAIL:

* tell the reader HOW EXACTLY to perform each step
* especially when it comes to more difficult steps

* perhaps use personal suggestions, hints, preferences, anecdotes, or examples
· remember:  the reader has never done this before
	


III. BODY PARAGRAPH #2
	PHASES-STAGES:

* group related steps 

* put them in the same paragraph

· …if they are short enough

· long steps can be in their OWN paragraph


	

	ORGANIZATION:

* organize the steps chronologically

* by time, in order, in sequence

· no “flashbacking” or “but first”

* use TRANSITIONS between steps

· after, next, while, meanwhile…


	

	DETAIL:

* tell the reader HOW EXACTLY to perform each step

* especially when it comes to more difficult steps

* perhaps use personal suggestions, hints, preferences, anecdotes, or examples
· remember:  the reader has never done this before
	


IV. BODY PARAGRAPH #3

	PHASES-STAGES:

* group related steps 

* put them in the same paragraph

· …if they are short enough

· long steps can be in their OWN paragraph


	

	ORGANIZATION:

* organize the steps chronologically

* by time, in order, in sequence

· no “flashbacking” or “but first”

* use TRANSITIONS between steps

· after, next, while, meanwhile…


	

	DETAIL:

* tell the reader HOW EXACTLY to perform each step

* especially when it comes to more difficult steps

* perhaps use personal suggestions, hints, preferences, anecdotes, or examples
· remember:  the reader has never done this before
	


V. CONCLUSION
	FULL CIRCLE:
* refer to opening scenario

* refer to your purpose


	

	THESIS:
* repeat thesis (not exact words)

* refer to the stages/phases


	

	DESCRIPTION:
* describe the process-as-a-whole:

· # of steps
· difficulty of steps

· total time of the process **
*describe the final “product” ****
· sense details

	

	CLINCHER SENTENCE:
* write a single sentence to signal the end to this essay

* make it relevant to the essay’s topic, purpose, audience 

* if you just wrote about how to download music from LimeWire.com, 

· then suggest that that is what you are going to do next OR 

· refer to your opening scenario.

· “Thus, the next time you are looking for a single song and do not have the money to buy an entire compact disc, you now know a process that will save you time, money, and aggravation.”
	


