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Unit 10 Planning an Outline

Scripts and Annotations (2 7 U 7 ~ & fi##t)

Oh, hello everyone. I'm Peter Richardson. Welcome to the “How to Make Yourself Understood” video series,
Unit 10. This is the last unit of the session titled “Tips for Writing Sensible Paragraphs”. Thus far, we have
looked at academic writing as an end-product. This video is going to focus on one important and indispensable

step in the writing process which we need to do prior to the writing: planning an outline.

How to Start?

Suppose you are asked to write an essay as one of your course assignments. You have decided on your topic
as well as completed collecting the necessary information. Now what do you do next? Do you think you are
ready to boot up your word processor and write your article from the first sentence of the first paragraph to
the end? You forget about another important step before you write, namely, outlining. An outline is a plan for

an essay, in which the organization of the essay is visualized by listing ideas.

Just as an architect compiles a plan for a building before construction, every academic paper writer makes
an outline before proceeding to write an essay. Let's see how an outline is made, taking for example an outline

for the sample essay used in Units 8 and 9. The top level outline items are the following.

Thesis: I started to digitize my reading activities
I. introduction
II. digitizing process
III. advantages of digitized reading

IV. conclusion

= FOrSM4A0%EHED

TURIAEE =y A OMBILTEHBEANT DN RLT KLY K, Whid— vyt A OFFHT
o FEBRTOMTRGFREZES R TTRLRVDOLFERKIC, Tyt ZEBLIZEETTISAVEEDL
BENIEEYFERA,

Creating an QOutline
The thesis of the essay is “I started to digitize my reading activities.” The first component, the introduction,
puts forward this thesis. The second and third components constitute the body of the essay. The final

component is a conclusion.

Thesis: I started to digitize my reading activities

109



How to Make Yourself Understood

I. introduction
II. digitizing process
III. advantages of digitized reading

IV. conclusion

By laying out these components, that is, by actually writing down this basic flow chart, you can visualize the
general framework of what you are going to write. This is something you really have to do as the very first
step of your actual writing. Then you can elaborate these outline items into more specific details in a step by

step fashion.
Take this introduction part for example. The introduction is divided into three outline items.

I. introduction
[A] is a traditional way of doing things which has been changed by computers, especially small
mobile devices
[B] is a thesis statement for the essay: “I started to digitize my reading activities”

[C] is a very brief preview of the essay's logical progression

Then, component A is further subdivided into three items, each giving an example of a traditional way of

doing things which has been changed by computers.

[A]
1. mobile devices with a camera installed
2. digital maps, and

3. online calendars

Component C of the introduction is meant as a preview of supporting ideas. It comes in two parts. First, the
process of how I digitize my own books into digital data is going to be described. Then, secondly, my evaluation
of the new reading method is going to be stated. After that, the remaining three top-level items are divided

and subdivided in a similar way.

For example, the second section, “the digitizing process,” consists of four components, A, B, C, and D.

II. digitizing process
[A] separating book pages
[B] scanning
[C] saving the data as PDF
[D] reading “books” on the tablet PC
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Likewise, the third section, “the advantages of digitized reading”, has three components;

ITI. advantages of digitized reading
[A] excellent portability
[B] more freedom in taking notes, and

[C] protection against data-loss

Each of these components in turn is further divided into two subcomponents: two examples of excellent
portability, two specific features of digital note taking, and two arguments that digital libraries are more

easily protected than paper books.
The conclusion section also has the following three components.

IV. conclusion
[A] T am satisfied with the digital library because of the three advantages
[B] these advantages may be conditional on the number of books one owns, and

[C] for the time being, I cannot imagine my reading life without my digital library

Now you can see how the relationship of outline items is visualized: the basic plan of the essay is now very
clear. Note that the difference in the level of each outline item is given different kinds of labels. For example,
at the top level, we use roman numerals. To visualize the components of the next level, we employed two
devices; using capital letters, A, B, and C, and so on, and indenting. To indicate the next subcomponents, we

used Arabic numerals, 1, 2, 3, and so on, and further indenting.

Using different labels and indenting is very useful in particular when you wish to write a long essay

consisting of several components.

- T4 DEKRE

TURIA CIBBIIBERBBEELGTKIICEEL 7, TN ENOHEE OREE L ~UEF T (indentation)
DEIZE > TXBISNET, 612, BELANIVEBICRLGESEIRLEDGTSZ L HH Y £7, sampleessay DT
U EIA TR REfLLANVR e —<HE, ZEOTOULNVRT T 7 Xy FRIF, LD TDLNIVIRT Z
ETHT VWS FEE S TVET,

I. introduction
A. traditional way of doing things changed by computers (esp. small mobile devices)
1. mobile devices with a camera installed

2. digital maps
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3. online calendars
B. [thesis statement] “I started to digitize my reading activities”
C. a very brief preview of the essay's logical progression
1. digitization process
2. my evaluation of the new reading method
II. digitizing process
A. separating book pages
B. scanning
C. saving the data as PDF
D. reading “books” on the tablet PC
III. advantages of digitized reading
A. portability
1. textbooks
2. my whole library
B. freedom in taking notes
1. paper-book-like annotation
2. possible modification
C. protection against data-loss
1. manifold backup
2. better than paper-book
IV. conclusion
A. satisfied with the new reading method
B. advantages may be conditional

C. For now, I can’t imagine life without my digital library

TU T A OEFERETIE, HE OB, HIFR, BEIZ2EZHBEIATIOT, T TFOL ST, XFTIER
RRBFEFTILETEZHANT, TU R IA UBHELEOXFERDL LV IRLY T TENEVEE A,

« introduction

- traditional way of doing things changed by computers (esp. small mobile devices)

* mobile devices with a camera installed

- digital maps

» online calendars
- [thesis statement] “I started to digitize my reading activities”
» a very brief preview of the essay's logical progression

- digitization process

* my evaluation of the new reading method
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Why Outline?
Well, those who are not yet familiar with academic writing might find outlining a tedious and time-consuming
job, and prefer to skip this process. However, that is one of the deadly mistakes beginners are tempted to

make. Look at the following example.

It is kind of easy to make a digital copy of paper-books recently. The backup of the data is saved in
my desktop PC. I don’t have to carry along all of the necessary books to school. I can change my
memos in the digital books simply by deleting and modifying them. Digitized reading activities are

cool. I can go to classes only with my tablet PC, and these days scanners are very fast.

Notice here that the content ingredients are about the same as our original essay, but this paragraph doesn’t
sound right. The problem here is rather straightforward. The author just scattered her ideas on digital

reading practices onto paper. Obviously, the author did not lay out the outline before starting to write.

Actually, outlining is such an important and indispensable part of writing process that having completed
your outline means more than half of the essay writing being done. The rest may be smoothly and confidently
finished. Let’s use the architecture metaphor again. In order to make a well-constructed and robust building,
an architect has to make a plan beforehand. Similarly, an academic paper writer, in order to write a well-

structured essay, has to make an outline in advance.

The outline helps the writer keep an overall picture of the final product in mind. You can safely begin to write
an essay, deciding on which outline is going to be covered by which paragraph and giving details to outline

items.

Furthermore, an outline may change or develop in the course of writing. It sometimes happens that you come
to find it necessary to think again about your essay thesis or structure. You may want to omit or add some

outline items, or to change the order of description. In such cases, you are free to revise your outline.

In contrast, without outlining, the essay output might exceed the limit, or collapse in the middle of the writing
process. In the worst case, you are forced to rewrite all over again from the very beginning! Therefore,

skipping outlining might cause you to end up with an unexpected tedious and time-consuming job.

- F7O)rS4 VDA
MEOT A ZEL T THRERDIZ, TDORNCT T M T7A U RANENTWLENDED, BRELEEZXD AN
WAL LIVERFANR, TURIA 0 E2EL ZLICE>TUTOX I NS TX £,
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1. FORSAVEVWSHREAENHDE, BHOBS-Ty A Z2BEPLTELED
Unit 7 O T o7 F FICETITEW] LWIHIBZX T TEIFELEEVORVWIELZFENTLE O EHR
NHHEMR_NELEN, TUONTIA L EELZ EICE-T TEHOFORME L7 BEZEH L C, 558
fbL. BRIV T ) 2N TELDTT,

2. PORSAUHEE. TVEADEHBEBICANTRBLESLSES ZENTES
TIRITA NIy BADFEHMATHY, =yt A KLEELS LWV IEEIL, BHAICAMITEZLTWY
SHEELSZET, BHAB LoD LTS E, EOESICEDRERRMITEZ LT hEW DB
H LT ET,
FEZIEXTFOIZ1ODONRTZ 7T 7 TRUATHELEL LI, EBINXHHITAL, A2, A3, B,
C-1, C2TY, ZNH 1 20,2 ENL LVDOHEDSHELH > TEHRTIPDORYE2H 51T
DIFRBOEELZENTELIOT, EICHE ) EXWGEDONRTTITINTELAVET, L
TORIALRLTENTWVDE FATICESTLEST, 72T ALVITHY T HELT BN 0 DIy
B2/ 0, fERE L Cintroduction ZIERLTCLE D &9 Z &IZe D hiEtA,

I. introduction
A. traditional way of doing things changed by computers (esp. small mobile devices)

1. mobile devices with a camera installed
2. digital maps
3. online calendars

B. [thesis statement] “I started to digitize my reading activities”

C. a very brief preview of the essay's logical progression
1. digitization process

2. my evaluation of the new reading method

Ty ADRSIZT TR, WHEEMORTLT U M I A IR ES, TV RTA 7R LT, 2
WEWDRE LD FICEZHBOL L, BT TRENEFEL TLES7ZD, DU DEDRVE D
DECTLEI ZLEDRHVET, TORDERNMNOLBFEELLENS ZLIIRVET, TU NI %
EoTHRITIE, ZZITRBEROHENE DA LDTHNATNDEIDT, KL L TEHEZEDLZ LNTE
£

= —FEST I FIA VIEEEREEN?

ETT, HEOTWL ) BICHFERENPMEITE LN Z LTI HV EF, L& 2E, EofiTtie, A
DOFMEHEH E LT3 DOFEXLTWEDEMN, EBRICENTADLE 1L L 2T T, EH5LTHLNRYDHEIZRDD
T, 3IFEETEL BRI LNERAL, TTDH, TYESAXEZESTLHNL, BEIELCTZVRS1048S
BALEBETL T DOMNKIVTL X S,
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Summary
Now, let’s wrap up today’s lecture.

1. You should make an outline before starting to write

2. An outline is a visual plan of essay organization, with ideas listed hierarchically, using
indentation and labels

3. You do not have to regard an outline as something permanently fixed: it may be

revised or developed in the course of writing

General Review: Tips for Writing

Before concluding the "Tips for Writing Sensible Paragraphs" series, let us quickly review what we have

learned in this series.

This lecture series gave you the important foundations for your academic writing skills; namely, you always
have to bear in mind: cohesive text, paragraph structure, essay structure, and outlining. These are essential
features in order to make yourself understood by writing clearly and attractively. Based on the groundwork

you have learned in this lecture series, you will be able to learn more advanced properties of academic writing.

Well, that’s all for today. I hope you enjoyed the lecture. Good luck, keep working hard, and see you next time!

N N N N N N U N N N N N N N N N N N N N N N N N N N N N N N N N N N N N N S S S

Further Tips (1)
7Y A AERERBT 5ER

T RTA L EEDDOICHIBERE RIINED Y £ A, MEHE, BWLILBDNIZTNTHYELEX
9, EEETEOANTEDITIFEETT Y NI E2EoT0E LT,

L, B3 EEEEZ Y a2 BT, U—7 1 (word processor) > TITH ANIFEAETT, V—7
AR L, LAR— bR P EELLLOOFRNRER L L TELNE L, 7Y b T4 UAERITEL EEOF D
BER—HTT, TThDH, FARU—Failh, YROZEL LT, 7V hTA ANEREMBT DEERER DU
TWET, TO L) REEDHFET LML RV (AT TRIHEED) BNENLE ) TTR, E-o0 <K HoHE
Rl b DIFfES>TEBLL EXVWDRB LNERA TY R TA VHADOA 72 NOBEIL BRBATE, 7LD 35~
Brb HERIERICLTINET,

Bk D2 NI, 72& 21X, TRRO X O i CEZ T 574 - iEE RIT OARRBFEHTHATT,

Mg [ ED = O Word iE T : E LML BT HxEa—R]
T-Ry 7 2 B-1791 Gk, 2012)
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Further Tips (2)

KX F =y 7ETURNIA

PRI 72 S A HERE CARHI 2Bt LA FH < & &2, By THEWZESUZ MR WD WEEORA T 4 7 -
A== ZTF =7 « BIKRIEZBEWTHZ B0 LNEYAL, TURNTA B L2000 LTWT,
HERTTTITN, BRONRT 7 7HIOmBERZES FNIL- &0 LR L TEMNZCE THIVUL, H5E
BOLNNLTOFT =y 7 TTHAET, ILEZFENPEFTHOoTH MEEIM ULV BIESE D LTHIUL,
KEAZFELTLODIZZNEZERETIIRVWTLE Y, ZLT, T2 v 72X T22LICLoT, ARSI ADHE
ERBEbM ETAZ EBNRAENRET,

LrL, P2 RSAVBRDWVIRGFFEMMFEEXE, SFERIRICHENH L7217 TR 2T bikmD
BT, /XT 7T TR B RN RRTE 5720 REGI7Z 5720 WO TRV LV TORESGZIZ TWDH D
T, FxzvILESCHBFLIFTT, 2B LTV 200RELZT bbb, EORT 7T 73
T 7T T DORERLTWVRND, Wolz Y 2T topic sentence 238 2D 272 Y, £ 9o TLE D L EHAERRE
FELTIHEIZHRLT, B EENEZ PO TEEXEL (rewrite) LRTIUTE & A CFEITITAR
HRNWEWIFREIM>TLEVET, TRNTIEIARRT =y 72252 LIFEOETA, mWEBE&ETA-T
TRIZEIRIEZ KL TH, HOBRR 20 o722 & EIEINEOR IR > TiE-TL 5 E0nH T &z
B hrnEEA,

ZORNPOH TIESAVEEBALEST,. BNRSTSTTAZESHWLLLOMZHAECLTE L
&, FEBICERETT., HEICLIALERINPADEIAZLTCNE LEEIOTHIUE, BID, L LT
U EIA o T, EEEZED TR TUTRD £H A,

Further Tips (3)

I T2 a T VRTHTIVY « FGAT 4 VT DEDIC

Unit 6 5 Unit 100 £T, THTI VT « TA4T 4T DHARL LT, %&£ o7 cohesion (2K S 7=
B (TI7ARN #FELZE . NTGITIT7Ln A OREE, TU R TA L EVoFHEICOVWTERFELLTEE
L7, LrL, D0 Rd <G T570IC, fIXELTETITIv I W) L0 ITEEREMZH - 72 L&
ffioCEEL,

AERBETHTIVY - FA4T4 VTICOVWTERICEK, BIRT—IORY A, XHAEDOHE, X#D5IA

(quotation) - &#y (summary) - EE# X (paraphrase), HEDBRATRDLT, #FE5=RIE (plagiarism)
BE, WODDEELERERBTIRENHY T, IO EREMITOT T I v 7 RNEIT OV T,
HFERFFGEIL A T4 L REOT-DIVES L=, Philip Seaton [Z &k $“Academic Writing” & LV5 E T4 58
BEEL<EESY, WERFA—T v a—RA0 =T - Uz T YA NORFHBEOIGE 1T (2010 FE) HRE
BrE LTAR SN TWET,

URL % http://ocw.hokudai.ac.jp/Course/LiberalArts/Englishll/Englishll/2010/index.php?lang=ja&page=03
¥,
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