
1. Study Skills/Prewriting: Key Word Outline
<> 1. Follow these steps to write a Key Word Outline (KWO) for this week’s passage:

(1) Read the first paragraph to yourself.
a. Determine the topic of the entire paragraph.
b. Write the topic of that paragraph on the Topic of Paragraph line.

(2) Read the first sentence of the first paragraph and think about what it means.
a. Highlight 3–5 words that would most help you remember the content of the sentence.
b. Write those 3–5 words on the line provided for sentence one.
c. Repeat these steps for all of the sentences in the first paragraph.

(3) Repeat these steps for all of the paragraphs and sentences in the passage.

(4) Optional: Study the sample Key Word Outline and sample paragraph provided for you to see how
to re-write source material in your own words.

Week 3: Key Word Outline Essay From Given Material
George Mueller and the Orphans

Just as the children had thanked the baker and were about to eat the fresh bread, there was
another rap on the door. George saw a distressed–looking milkman. He was having trouble with his
cart, and he could not fix it with the heavy weight of the milk on it. He asked George if he would be
so kind as to take the milk so he could be on his way. Thus, by the loving, providing hand of God,
the orphans were able to eat a good breakfast and arrived at school—on time.

Probably the best-known story of how God miraculously provided for the orphanages took place
early one morning as the orphans were getting ready for school. There was absolutely no food for
breakfast. Reminding the orphans that they must not be late for school, George bowed his head and
gave thanks for the food that God was going to provide.

A moment later, someone knocked on the front door. It was a local baker who sheepishly
explained that he had been unable to sleep the night before. He could not understand why, but for
some reason he had been compelled to get up at two o’clock in the morning, bake some extra bread
and bring it to the orphans as soon as possible.PA
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Paragraph One of Body

Topic of Paragraph 1 _____________________________________________________________________

_____________________________________________________________________

Sentence 1 __________________________________________________________________________

____________________________________________________________________________
(You may use up to seven words for Sentence One.)

Sentence 2 __________________________________________________________________________

____________________________________________________________________________

Sentence 3 __________________________________________________________________________

____________________________________________________________________________
(You may use up to seven words for Sentence Three.)

Paragraph Two of Body

Topic of Paragraph 2 _____________________________________________________________________

_____________________________________________________________________

Sentence 1 __________________________________________________________________________

____________________________________________________________________________

Sentence 2 __________________________________________________________________________

Topic of Paragraph Line

The "Topic of Paragraph Line" that is above each paragraph’s outlining lines  is provided as a comprehension and a
composition exercise. 

(1) As a comprehension exercise, it gives the students the opportunity to continuously look for and find the main idea
of the paragraph. This is, of course, helpful for standardized testing, but also for reading comprehension in general.

(2) As a composition exercise, its merits are endless. It is one of the first keys that CQLA uses to help students see 
that a paragraph is a group of sentences all about the same topic. Students who have used our materials for 
many years become unusually adept at knowing when a paragraph should end and a new one started. It 
narrows the student's thinking to see that everything I write in this paragraph has to be about that topic.

Do not let your students skip this vital step! The "Topic of Paragraph Line" is different than many other outlining tools
(like the KWO) that require a student to use no more than a certain number of words, write in phrases or sentences
only, etc. On this line, a student may use as many words as he desires and may write phrases or complete sentences.
Encourage your students to use this line to help them grow in their writing.
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_______________________________________________________________________________

Sentence 3 _____________________________________________________________________________

_______________________________________________________________________________
(You may use up to nine words for Sentence One.)

Paragraph Three of Body

Topic of Paragraph 3 ________________________________________________________________________

________________________________________________________________________

Sentence 1 _____________________________________________________________________________

_______________________________________________________________________________

Sentence 2 _____________________________________________________________________________

_______________________________________________________________________________

Sentence 3 _____________________________________________________________________________

_______________________________________________________________________________

Sentence 4 _____________________________________________________________________________

_______________________________________________________________________________

Sentence 5 _____________________________________________________________________________

_______________________________________________________________________________

Sample Key Word Outline
Topic of Paragraph 1: God provides for the    

orphans                      
Sentence 1: +++story God provided �  

orphanages morning orphans 
school                                    

Sentence 2: food � breakfast                  
Sentence 3: reminding orphans late school

George prayed food                 

Sample Paragraph 1
       A miraculous event took place early one
morning as the orphans were making prep-_
rations to attend school. Breakfast had not__
been eaten by the children since there was no
food. Desiring that the children arrive at____
school on time, George quickly prayed to____
thank the__ Lord for the provisions He would
supply._______________________________________
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2. Composition/Creative Writing: Write a Rough Draft From a
Key Word Outline

<> 2a. Follow these steps for writing your rough draft essay from your Key Word Outline:
(1) Re-read the entire passage to recall its content.

(2) Read your first line of notes and consider what you want your sentence to say.

(3) Practice saying your sentence aloud to get it just the way you want it.

(4) Write your first sentence in your notebook, or key your report on the computer.

(5) Be sure to double space your report to make inputting the Checklist Challenge revisions easier.

(6) Indent the beginning of each paragraph five spaces.

(7) Repeat these steps for each line of notes, writing on every other line.

<> 2b. Read your essay aloud. Do you like the way it sounds?

3. Composition and Editing: Edit and Revise Using the Checklist
Challenge

<> 3. Use the Checklist Challenge located after this week’s lesson to edit your essay.
(1) Complete each revision for each paragraph, as indicated. 

(2) Insert revisions with pen or pencil into your rough draft paper.

(3) Highlight (or code) each revision on your rough draft paper as directed by your teacher.

(4) Check off (or code) each item’s check box on the Checklist Challenge for this week.

4. Composition: Final Copy Informative Essay From Given Material
<> 4a. Write the final copy of your essay in your notebook, writing on every line. If you prefer, 

you may type it on the computer.

<> 4b. Read your final copy aloud. Do you like the way it sounds now? Do you notice an 
improvement in your essay since you completed the Checklist Challenge?

<> 4c. Optional: Make a minit-book containing your essay.
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Read your composition to your teacher or an older sibling. Together, listen for sentences that sound 
unclear. Be sure to read aloud. You will “hear” errors you would otherwise not find. 

Focus on content errors at this time.

Circle each verb with a light colored highlighter. This will make it easier to change your verbs and
to add adverbs (ly words and others) as further directed. 

Be sure to circle all of the following verbs:
• Action verbs--show what the subject does
• Be, a Helper, Link verbs (BHL)--being, helping, and linking verbs (is, are, am, was, were, has, had, do, does, etc.)
• Infinitives--to + verb (to +action verb [to run] or to + BHL verb [to be])
Be sure you circle the verbs in your writings as this step is crucial later in the Checklist 

Challenge. However, do not get discouraged if you miss some. You do not need to labor  
over each word, fearful of missing a verb. The more you look for the verbs, the better you 
will get at finding them--and the better you will get at the verb-related CC items.

Change one of the “boring” verbs in each paragraph to a “strong” verb. You may select one
from the list below or choose one of your own.

Instead of Use Instead of Use Instead of Use
found discovered looking appearing run sprint
coming visiting sit recline talk communicate
go hasten to asked interrogated lay recline
said announced write pen lie deceive
look examine answered responded play frolic
walk saunter lie stretch out talk proclaim
list enumerate become develop work toil
look scan see determine add enhance
help assist teach instruct

Be sure you add or delete words in the sentence when inserting your new verb, as needed for clarity.
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Complete the Checklist Challenge by using these guides:
• Determine which check boxes apply to your level.
•  Each box will indicate the number of changes that need to be completed (normally one box for each paragraph).

ALL LEVELS

BASIC LEVEL only

EXTENSION only

OPTIONAL -- Your teacher will decide whether you should complete this task or not, based on your grammar/usage level.
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Checklist Challenge for Week 3
Key Word Outline Essay on George Mueller and the Orphans
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Add one descriptive adjective to each paragraph. You may select one from the list below or
choose one of your own. 

Examples:
stringent gracious lengthy trusted courteous infallible
meek meager valiant understanding trustworthy horrendous
courageous   fulfilling preoccupied terrible incapable presumptuous

An adjective is a describer that describes a noun or pronoun. It tells whose, which one, how 
many, or what kind. You should add descriptive adjectives--those that tell what kind.

From the Banned Words List below, select one word (or form of that word) that you have in one
of your paragraphs, omit it, and substitute a similar word. If you do not have any Banned Words, 
just highlight the check box(es) as directed by your teacher. 

Banned Word List:
very big really many such good
like walk great wonderful fine said
bad little want see go become
look ask sit think soft fast
lot many find slow

Add an adverb (ly word or other) to each paragraph. You may select one from the list below or
choose one of your own. 

Examples:
only totally joyfully willingly completely never
practically significantly closely finally diligently seldom
cheerfully carefully laboriously gladly slowly later
extremely gratefully curiously sometimes always tomorrow
fully thoughtfully interestingly apparently cautiously repeatedly

An adverb is a describer that describes or modifies a verb, adjective, or other adverb. An adverb tells
where, when, how, or to what extent.

Create a title, and put it at the top of the your paper.  If you have already done this, highlight the
check box(es) as directed by your teacher. 

Consider the following ideas:
• Something catchy: Food For Thought
• Something comical: The Milk Truck Escapade
• Something bold: God Will Provide
• A song title or line: “His Eyes Are On the Sparrow”
• A Scripture: “Do Not Worry About Tomorrow”
• Something biblical: Our Provider
• Something about character: Faith and Food
• Something informative: The Orphanage Miracle
• Other

Center your title at the top of the first page of your essay. Capitalize the first letter of the first and last
word. Capitalize all the words within the title that are important--but not three-letter-or-less articles, pro-
nouns, or prepositions. Do not italicize your title--though you may treat it like a minor work and surround
it with quotation marks (regular ones, not single ones, if desired).

All
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Add a sentence to the beginning of your essay that describes the whole paragraph or  report.
This is called the thesis statement. If you have already done this, highlight the check box(es) 
as directed by your teacher.

Examples:
• Report about raccoons: Ever wonder how that furry bandit known as a raccoon                                                          

manages to get into your coolers while you sleep in your tent at night?
• Report about an experience: When I just turned thirteen years old, I found out the 

challenging way how important siblings truly are.

Tips:
• Write a sentence that describes your report without telling the reader exactly what it is about.
• Do not say: In this report you will learn about . . .
• Be sure this thesis statement is truly representative of the content of your entire report.
• Your thesis statement is your commitment to write about that topic. It should 

cleverly introduce your report’s subject.

Add a sentence to the very end of your writing that restates your thesis statement in some way.
This is called the “thesis statement reloaded” and should conclude your report. If you have
already done this, highlight the check box(es) as directed by your teacher.

You may choose to have your “thesis statement reloaded” be a sentence that restates the title of your
report rather than the thesis statement.

Using a thesaurus, if needed, change one word in each paragraph to a more advanced or
distinct word. If you and your teacher feel that your vocabulary is advanced enough, highlight
the check box(es) as directed by your teacher. 

Instead of: Use: Instead of: Use:
tree maple deep bottomless
kind compassionate turn swerve
grass blades loud obnoxious 

This may be any type of word--noun, verb, describer, etc. When choosing the new word, select one that
paints a more vivid picture, gives better detail, is more distinct, etc. Do not just randomly select a word.
Your new word choice should be intentional.

Choose a word (or forms of a word) that you used more than one time within each paragraph. If
the word sounds redundant, change that word, at least once, to a word with a similar meaning.
If you do not have any redundancy, just highlight the check box(es) as directed by your teacher.

Examples:
• If joyful is redundant, substitute elated the next time.
• If drove is redundant, substitute careened the next time.
• If answered is redundant. substitute retorted the next time.

Do not change insignificant words such as was, it, and, etc. 
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Add one prepositional phrase opener to each paragraph (or more than one, according to your
level). If it is long or you hear a pause after it, follow it with a comma. If you have already done this,
highlight the check box(es) as directed by your teacher.

Examples:
• Within its abdomen, the spider has special glands that produce silk. (Optional comma)
• From the center of the web, spokes fan out and anchor the surrounding frame.
• Onto the surrounding frame, the center of the bridge is anchored. (Optional comma)
• In the center of a web, the spider waits patiently for its victim.
• With even more silk, the spider further entangles its prey.
• With leaves tipped with spines that act like prison bars, the spider catches its prey.
• After digestion, the leaf gradually reopens and waits for another insect to come too close.

Follow the opener with a comma if it is five words or longer or two prepositional phrases in a row, or if you
hear a pause.

Edit each paragraph with your teacher, and correct any usage or spelling errors. All AllAll

All AllAll
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