Organizing Note Cards to Write an Outline
Using Inspiration Software
Step One:  Divide your note cards into five divisions:

A. Demands of the job (what do you do?)

B. Education needed

C. Pay Scale and benefits

D. Possibilities for advancement

E. Interesting Facts

Step Two:  Any stacks of 5 or fewer cards will make one paragraph of your paper.  Summarize them and add them directly on to your outline by rapid firing from the bubble that gives that topic.

Step Three:  Take any stacks of more than 5 cards and subdivide them (make topics within topics).  Rapid fire the sub topics from the topic bubble, and then rapid fire the individual cards from their sub topic bubble. Remember that everyone needs a buddy.  If you rapid fire once from a bubble, you have to rapid fire at least twice.

Step Four: When you finish adding all cards to your web, print the web AND the outline form and turn in.

Hint:  You don’t have to use EVERY card.  If something doesn’t fit, then scrap it, but don’t scrap more than 10 cards.

