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Unit 3, Topic 2: Outlining

Instructor: Spring Term,
Dr. Carlos Cardenas 2026



Order and simplifica-
tion are the first

steps toward the mastery
of a subject.

—Thomas Mann




01 Review & Consolidation: key-idea organization patterns
02 Theory: the functions of outlining

Practice 1: identifying scope, logic, relevance, and balance
03 of ideas
04 Theory: outlining principles
05 Practice 2: key idea organization & outlining quiz
08 Theory: working outline Vs. speaking outline

o7

Homework: preparing your speech outline




Review & Consolidation.:
Key-idea Organization Patterns

You are giving a presentation about your university's history.

Your main points are: 1. The founding in 1950, II. The
expansion in the 1990s, III. The international growth today.

This is a pattern.
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Review & Consolidation.:
Key-idea Organization Patterns

You want to persuade classmates to join the school's running club. You first
argue that students need more exercise and stress relief (Need). Then, you
explain that the running club offers a fun way to meet this .need
(Proposal/Plan). What pattern is this?

a) Chronological
b) Topical

c) Need-Plan

d) Spatial

" Chronological - Topucal Need Plcm Spcmal




You are informing your class about the pros and cons of living in a
dormitory versus an apartment. You list the benefits of both. Since you
are not trying to persuade, this is a good use of the Pro-Con pattern.




Review & Consolidation.:
Key-idea Organization Patterns

To help your audience remember your points about the benefits of learning
English, you organize them as:

O - Overseas study opportunities
P - Passport to better jobs
BE - Enjoy international media

This speech uses the pattern.
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Review & Consolidation.:
Key-idea Organization Patterns

For a travel talk, you describe the layout of the Summer Palace by moving
from the front gate, through the Long Corridor, and finally up to the top of
Longevity Hill. This is a:

a) Causal pattern
b) Spatial pattern
c) Topical pattern
d) Problem-Solution pattern




Theory: the functions of outlining \

A good outline has five jobs:

1. It checks if you have the right amount of content.---»
2. It checks if the parts of your speech connect logically.

3. It checks if your supporting ideas are relevant.------ >

4. It checks if your speech is balanced.

5. It can be used as notes when you speak.---------- -
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Theory: the functions of outlining \

7 Testing the Scope of Content: An outline helps you see if your topic is too big or too small. If it is
too big, you will only scratch the surface. If it is too small, you will not have enough to say.

MANAEWHE: WA BT AW RAIEREE B T 0z sid T2 . RIBRURR, R A e SR
ARG, AR LT AT Ui

The outline lets you... ... S0 your topic is easy to manage.

I What is "Guochao” ([E3#] / Gué Chéao)? o
A. Shift from foreign brands to domestic appreciation Add |deas
B. Blend of traditional aesthetics with modern design
C. Generation Z as the driving force

R What is "Guochao” (E 3] / Gué Chao)?

A. Shift from foreign brands to domestic appreciation
B. Blend of traditional aesthetics with modern design
C. Generation Z as the driving force

ence in China's global posm
Change ideas . ire for products reflecting cultural i i
@rring chinese traditional cuisine over forei@
4. Qing Dynasty (& i : /
%nces between Northern and Southern ChinesecE

F. How to use chopsticks properly

N -

D. Mgjor dynasties in Chinese history Remove Ideas




Theory: the functions of outlining \

-2 Testing the Logical Relation of Parts: An outline helps you check the logic of your speech. Does

one idea lead to the next? Do the smaller points support the main points? To do this, you need to
understand coordination and subordination.

MO FIREEXR: RNGTRIGIREVIRZEE. —MUSES HRTER T 4?2
WRASSHE T ERR? BMER—, RHEEPIFYSiEERR.

(Speech Topic: the functions of service dogs) -
| | | .

Coordinate ideas are equally I. Search functions 1. Protection functions
Important. A. Narcotics detection A. Seeing-eye dogs
S B. Bomb detection B. Guard dogs
* Are my main points different s
enough to be separate points? C. Arson detectlgn @ At’Fack dogs
» Do my subordinate points really D. Cadaver location D. Seizure-alert dogs
support the main ideas?

E. Disease detection

. -




Theory: the functions of outlining \

Testing the Relevance of Supporting Ideas: An outline helps you check if your supporting ideas
are relevant. Look at this example:

AU ST R AR S SR B TIREES H CR S R U0, T HE X1

4 N

. Popular part-time jobs for students
Point D does not belong.

It is not a job. A. Working as a campus library assistant

B. Being a delivery person for a food
delivery platform

C. Tutoring high school students in

oo e soman subjects like Math or English

: : ﬁD. = mg time
a new main point or
ively

remove (t.

)




To fix this, you can turn
the subpoints into main
points. For example:

NG

6( Unbalanced Outline (Before)
Topic: Popular Mobile Apps Among Chinese Students
I. Social Media Apps

« A. WeChat / Weixin (f3{& / Wéi Xin)
+ B.QQ (QQ/QQ)

—T Douyin (£} / Ddu Yin)
» < « D. Little Red Book (/\4IF / Xido Hong Shi)

« E. Weibo (1% / Wei Bo)
Il. Study Apps

« A. Pleco dictionary

« B. Quizlet flashcards
Ill. Entertainment Apps

« A. Bilibili (Biifi / Bi Zhan)

k B. Youku ({£& / Y6u Ku)

~

>N

Balanced Outline (After)

Theory: the functions of outlining

Checking the Balance of Speech: An outline helps you check if your speech is balanced. If

one main point has five subpoints and another has only two, your speech may feel
unbalanced.

KRR R0A B TR R A R 2 S 1T, IR — DR AT A LA R
wo MA—ADNERSTRAAEWRDN RS, BAIREH e B T,

~

I. Social Networking Apps

« A. WeChat / Weixin ({5 / Wéi Xin)
« B.QQ (QQ/QQ)
« C. Weibo (1% / Wei Bo)

Il. Short-Video & Lifestyle Apps

« A. Douyin (/& / Dou Yin)
« B. Little Red Book (/\¢]# / Xido Hong Sha)

lll. Study & Entertainment Apps

« A. Pleco dictionary

« B. Bilibili (Bl / Bi Zhan) for educational content

KC. Youku (i / You Ku) for shows and learning /

i




Theory: the functions of outlining

Serving as Delivery Notes: A short outline can be used as notes when you speak. This is called
a speaking outline. It has one rule: Keep it brief. Use only key words and phrases to remind you
of your points. This helps you speak naturally and keep eye contact with your audience.
YEREEVER S : —MRIE IR AT NI TN I3RS . XA ORI EE—2M
W\U:E{a%ﬁ;ﬁﬁ@o HFEE BRI T SRR B S . X TREARME T, JE 5T AREr
HR AP AT o
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[ Practice 1:identifying scope, logic, relevance, and / 5 ming /
= balance of ideas

/Speech Title: The Rise of "Guochao" (E & / Gué Chéo -\
National Trend)

Topic: The "Guochao" (E & / Gué Chao) or "National
Trend" is a growing cultural and economic phenomenonin
China where young people are embracing and celebrating
domestic brands and traditional Chinese culture in
modern ways.

1. Listen to the speech about[E &
2.Choose the best speech outline:

General Purpose: To inform

Specific Purpose: To inform my audience about the A » "5
definition, causes, and expressions of the "Guochao" ([E

@H / Gué Chaéo) trend. /




balance of ideas

Speech Outline A:

I What is “Guochao” (E#f / Gué Chao)?
A. Shift from foreign brands to domestic appreciation
B. Blend of traditional aesthetics with modern design
C. Generation Z as the driving force
1. Confidence in China's global position
2. Desire for products reflecting cultural identity
D. Major dynasties in Chinese history
1. Tang Dynasty (%A / Tang Chao)
2. Song Dynasty (3R%A / Song Chao)
3. Ming Dynasty (888 / Ming Chao)
4. Qing Dynasty (;&#3 / Qing Chéo)
E. Differences between Northern and Southern Chinese cuisine
F. How to use chopsticks properly
1. Key factors behind the rise of "Guochao” (E# / Gué Chao).
A.Imp quality and of Chinese ¢ i
1. Tech leaders: Huawei, DJI
2. Sportswear recognition: Li-Ning
3. The Industrial Revolution in England
4. Henry Ford and the assembly line
B. Power of e-commerce and social media platforms
1. Promotion through Douyin (¥ / D6u Yin) and Little Red Book (/I35 / Xido Hong Sha)
a. KOL introductions to millions
b. User communities sharing reviews
2. Tips for becoming a social media influencer
3. Best times to post on Weibo
C. Dedicated sections on Taobao (EE / Tao Bao) and Tmall (K3 / Tian Mao)
D. The history of Alibaba founder Jack Ma
. Expressions of “Guochao” (E#f / Gué Chio) across industries.
A. Fashion and beauty: traditional patterns and crafts
1. Embroidery techniques: Suzhou (345 / Sa Xit), Hunan (#85 / Xiang Xiu)
2. Makeup colors inspired by ancient artifacts
3. How to sew your own clothes
B. Food and beverage: reinvented traditional flavors
1. Heytea (B7R / Xi Cha) drinks: hawthorn (LLiffii / Shan Zha), osmanthus (E7Z / Gui Hua)
2. Moutai (38 / Méo Tai) liquor-infused latte
3. Step-by-step quide to making dumplings
4. The best restaurants in Shanghai
C. Media and entertai content with
1. Animated films from ancient myths
2. Documentaries on traditional crafts and cuisine
3. How to learn traditional Chinese musical instruments
D. Traditional Chinese medicine and its global popularity
1. Acupuncture techniques
2. Herbal remedies for common colds
. Comparison with trends in other countries.
A. Japanese pride in local brands
B. Korean Wave (Hallyu) in entertainment
C. American nostalgia for vintage brands

diti | roots

Practice 1: identifying scope, logic, relevance, and /

Group Work
15 mins

Code / /A% Meaning / & X When to Use / i FIE}#1L

oS

Out of Scope

The item does not fit the overall speech topic. It makes the topic too
broad or goes off on a tangent.

L Y

P H AR EBMNE F . e 3 S T 0 s B 3 A

NR

Not Relevant

The item does not support the section it is under. It may belong
elsewhere or not at all.

AR

I H AR T E Sy . B RE R T AR T AR A AN R
TAEfT T .

NL

Not Logical

The item breaks the logical flow. It is misplaced in the hierarchy or
does not connect to surrounding ideas.

NEigH

2 H TR TR EAER R TP EBEEAE, SRS HEK
AR R

BB

Breaks Balance

The item creates imbalance. One section has too many details while
others have too few.

FTRCT-

B H A RIS 2, AR T




Theory: outlining principles

Consistency: Use the same system of numbers and letters throughout your outline.

l. Main point / Good Hierarchy & Consistency )

; I. Physical benefits of exercise
A. Subpoint y

1. Sub-subpoint » A.Improved cardiovascular health

2. Sub-subpoint « B. Effective weight management

« C.Increased muscle strength

.. B. Subpoint
g Maln |deaS. l’ ”' I” 1. Sub-subpoint Il. Mental benefits of exercise
> SprOintS: A, B, C gt el - A.Reduced stress levels

b. Sub-sub-subpoint
« B. Better sleep quality

". Main pOint « C. Enhanced mood and focus

. More details: a, b, ¢ 5 1. Helsasa ot andormhine
. A. Subpoint

. Supporting points: 1, 2, 3

o 2. Distraction from daily worries

1. Sub-subpoint
] lll. Social benefits of exercise
2. Sub-subpoint

B. Subpoint « A. Opportunities to meet new people

1. Sub-subpoint « B. Shared experiences with friends

k a. Sub-sub-subpoint \- C. Sense of community belonging /

b. Sub-sub-subpoint




Theory: outlining principles

Uniformity: Keep the same style
throughout your outline. If you use
sentences, use sentences
everywhere. If you use phrases, use
phrases everywhere.

Parallelism: Points of equal
importance should use the same
grammar.

e Verb ING + adjective + noun (3 words)
- I. Including essential information
A. Address

1
1
1
| b
| B. Career objective
i C. Educational background
i D. Employment history
I E. References
1 A . .
- II. Omitting unnecessary information
A. Marital status
B. Religious denomination

C. Political affiliation




Practice 2: Quiz

Public Speaking Course

] Organizational patterns & Outlining functions — 10 questions. Fill in the
blanks (clue in Chinese).

1. You are giving a presentation about your university's history. Your main
points are: I. The founding in 1950, Il. The expansion in the 1990s, Ill.
The international growth today. This is a pattern.

( & clue: EHEIRRFRY

type the pattern name

2. You want to persuade classmates to join the school's running club. You
first argue that students need more exercise and stress relief (Need). Then,
you explain that the running club offers a fun way to meet this need (Plan).
What pattern is this?

(") a) Chronological
(O b) Topical
) c) Need-Plan

() d) Spatial




%

J The Speaking Outline: The speaking

The Working Outline: The first step is outline is what you use during your speech.
a working outline. This is just a list of ideas It is a short version of your full outline. You
about your topic. You get these ideas from write it for yourself. The only rule: Keep it
research or brainstorming. brief. L. Physical benefits of exerclse

« A.Improved cardiovascular health
« B. Effective weight management

« C.Increased muscle strength
Il. Mental benefits of exercise

« A. Reduced stress levels
« B. Better sleep quality
« C. Enhanced mood and focus

o 1. Release of endorphins

\ o 2. Distraction from daily worries /

This outline has no numbers or letters. It is just Why keep it brief? So you do not read your

for you. It is a record of your early thinking. speech. If you use a short outline with key
words, you will speak naturally and make

k eye contact. J




/ Homework:
Preparing Your Speech Outline

Based on the topic you have already chosen, prepare a formal outline for your upcoming speech. Your outline should
demonstrate the principles we explored in class:

RIEIR DI B MU 8, U IRRR AT TR DR AE &S — 0 IR SR . ARSI s Bl E PR B _E IR (1 S5 U

* Scope — appropriate amount of content
Yo - WA EE Y

* Logic — clear connections between ideas
EH — W R AN RIS T

* Relevance — all points support their section
FHSR — P E R SR @ iR 7

* Balance — main points have similar development
P — F AR R R R

* Hierarchy — proper levels of ideas
BE% - W R R R

* Parallelism — consistent wording at the same level

AT — IS F 55—

Use proper outline format with Roman numerals, capital letters, numbers, and lowercase letters where needed. Keep all items as
brief phrases. Be ready to submit your outline in our next class.

fEHIERRRMR, Bl S5y, RS 7E. P NS 78 (NFHE) . Pradi B RiFfEEELER. T
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