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L 1=0 Sketch a plan.

listing and organizing your sup-
ing outlines, whether ?d.sm_ or
g is credible and logical.

Once you have drafted a working thesis,
porting ideas is a good next step. Creat
informal, can help you make sure your writin

When to use an informal outline

You might want to sketch an informal outline to see how you s:: sup-
port your thesis and to figure out a tentative structure for your Emm.m.
Informal outlines can take many forms. Perhaps the most common 1s
simply the thesis followed by a list of major ideas.

Working thesis: Television advertising should be regulated to help

prevent childhood obesity.

¢ Children watch more television than ever.

» Snacks marketed to children are often unhealthy and fattening.

e Childhood obesity can cause sleeping disorders and other health
problems.

e Addressing these health problems costs taxpayers billions of
dollars.

e Therefore, these ads are actually costing the public money.

e But if advertising is free speech, do we have the right to
regulate it?

* We regulate alcohol and cigarette ads on television, so why not
advertisements for soda and junk food?

If you began by jotting down a list of ideas (see pp. 7-8), you can turn
that list into a rough outline by crossing out some ideas, adding
others, and putting the ideas in a logical order.

When to use a formal outline

Early in the writing process, rough outlines have certain advantages:
They can be produced quickly, they are obviously tentative, and they
can be revised easily. However, a formal outline may be useful later in
the writing process, after you have written a rough draft, especially if
your topic is complex. It can help you see whether the parts of your
essay work together and whether your essay’s structure is logical.

The following formal outline brought order to the research paper
that appears in MLA-5¢c, on Internet surveillance in the workplace.
The student’s thesis is an important part of the outline. Everything
else in the outline supports it, directly or indirectly.
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FORMAL OUTLINE

Thesis: Although companies often have legitimate concerns that lead them to

monitor employees’ Internet usage—from expensive security breaches to reduced
productivity—the benefits of electronic surveillance are outweighed by its costs
to employees’ privacy and autonomy.

L Although employers have always monitored employees, electronic surveillance
is more efficient.

A. Employers can gather data in large quantities.

B. Electronic surveillance can be continuous.

C. Electronic surveillance can be conducted secretly, with keystroke logging
programs,

II.  Some experts argue that employers have legitimate reasons to monitor
employees’ Internet usage.

A. Unmonitored employees could accidentally breach security.
B. Companies are legally accountable for the online actions of employees.

ITI. Despite valid concerns, employers should value employee morale and
autonomy and avoid creating an atmosphere of distrust,

A. Setting the boundaries for employee autonomy is difficult in the wired
workplace.

1. Using the Internet is the most popular way of wasting time at work.
2. Employers can't tell easily if employees are warking or surfing the Web.
B. Surveillance can create resentment among employees.

1. Web surfing can relieve stress, and restricting it can generate tension
between managers and workers,

2. Enforcing Internet usage can seem arbitrary.

IV.  Surveillance may not increase employee productivity, and trust may benefit
productivity.

A. A company shouldn't care how many hours salaried employees work as
long as they get the job done.

B. Casual Internet use can actually benefit companies.
1. The Internet may spark business ideas.
2. The Internet may suggest ideas about how to operate more efficiently.

V. Employees’ rights to privacy are not well defined by the law.

A. Few federal guidelines on electronic surveillance exist.

B. Employers and employees are negotiating the boundaries without legal
guidance,

C. As technological capabilities increase, the need to define boundaries will
also increase.
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14 ﬁN Drafting

1. Put the thesis at the top

- atically (see S1).
2. Make items at the same level parallel grammatically

s unless phrases are clear.
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5. Always include at least two items at each level.

6. Limit the number of major sections in the outline: if the list ,;_ roman
numerals (at the first level) gets too long, try clustering the items into
fewer major categories with more subcategories.
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ﬁN Drafting

Generally, the introduction to a piece of writing announces the main
point; the body develops it, usually in several paragraphs; the conclu-
sion drives it home. You can begin drafting, however, at any point. If
you find it difficult to introduce a paper that you have not yet written,
try drafting the body first and saving the introduction for later.

(2-a For most types of writing, draft an introduction
that includes a thesis,

Drafting an introduction

Your introduction will usually be a paragraph of 50 to 150 words (in a
longer paper, it may be more than one paragraph). Perhaps the most
common strategy is to open the paragraph with a few sentences that
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your purpose for writing and then

eng:
state your main point. The statement of your main point is called the
thesis. (See also Cl-c.)

In the following introductions, the thesis is highlighted.

Credit card companies love to extend credit to college students,
especially those just out of high school. Ads for credit cards line
campus bulletin boards, flash across commercial Web sites for stu-
dents, and get, stuffed into shopping bags at college bookstores. Why
do the companies market their product so vigorously to a population
that lacks a substantial credit history and often has no steady
source of income? The answer is that significant profits can be
earned through high interest rates and assorted penalties and fees.
By granting college students liberal lending arrangements, credit
card companies often hook them on a cycle of spending that can
ultimately lead to financial ruin, — Matt Watson, student

As the United States industrialized in the nineteenth century,
using immigrant labor, social concerns took a backseat to the task
of building a prosperous nation. The government did not regulate
industries and did not provide an effective safety net for the poor
or for those who became sick or injured on the job. Immigrants and
the poor did have a few advocates, however. Settlement houses such
as Hull-House in Chicago provided information, services, and a
place for reform-minded individuals to gather and work to improve
the conditions of the urban poor. Alice Hamilton was one of these
reformers. Hamilton’s efforts helped to improve the lives of immi-
grants and drew attention and respect to the problems and people
that until then had been ignored. —Laurie McDonough, student

Ideally, the introductory sentences leading to the thesis should

hook the reader, perhaps with one of the following:

a startling statistic or an unusual fact
a vivid example

a description or an image

a paradoxical statement

a quotation or a bit of dialogue

a question

an analogy

an anecdote

Whether you are writing for a scholarly audience, a professional audi-
ence, or a general audience, you cannot assume your readers’ interest
in the topic. The hook should spark curiosity and offer readers a rea-
son to continue.
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