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Outline Formatting

Outlines are about organizing information. NOT about explaning in detail, just hitting the high points so that you can go into specifics in another format. 

Outlines can be to help you clarify your ideas for yourself, or, as in this case, to compare ideas across the group until we agree on a general organization on which we can compromise.

Either way, you must follow a clear format, so that your ideas are clear.

Category 1

topic a


topic b

topic c

Category 2

Heading a

topic a

topic b

Heading b

topic c

topic d

topic e

Category 3

topic a

topic b

topic c

Category 4

topic a

brief (very) description or clarification

topic b

more clarification

topic c

explaining what approach you take to the info, if necessary

for example, if you decide that darkroom work is a significant topic:

Darkroom Practice

Black and White film

careful processing means consistency

deep tank tips

neg drying and storing

favorite films

B+W printing


machine vs. tray processing

enlarger tips

what is good contrast?

spotting and finishing prints

We control the layout of the outline using TABS, not by inserting extra spaces. Often you can use the automatic tabs in Word, as in my example above. 

Remember, the objective is to present your ideas clearly and coherently. Creating a logical structure to your information is the hardest part. But when you get that, writing in the detail becomes much easier.

