Chapter 9
Proposals

In this chapter, you will learn to:

9.1 Write and develop types of proposals.

9.2 Use strategic planning and do research to create the content of a

proposal.
9.3 Organize and draft the major sections in a proposal.

9.4 Use persuasive style and attractive design to influence the

proposal’s readers.

Proposals are the lifeblood of the scientific and technical workplace. That’s es-
pecially true in today’s innovative and entrepreneurial workplace. Whatever
your field, you will be asked to write proposals that describe new projects, pres-
ent ideas, offer new strategies, and promote services. Innovators and entrepre-
neurs use proposals to pitch new products, create new services, and recommend
changes to existing methods and procedures. The purpose of a proposal is to
present your ideas and plans for your readers to consider. Almost all projects be-
gin with proposals, so you need to master this important genre to be successful.
What is a proposal? A proposal first identifies a problem or an opportunity;
then it offers a detailed plan for solving the problem or taking advantage of the
opportunity. You have probably watched shows like Shark Tank or The Profit,
which feature people using proposals to pitch new products or launch new com-
panies. In most workplaces, proposals are not as glitzy as the ones shown on
television, but they are at the center of all decision making. Don't be surprised
when your boss says, “Great idea. Now write the proposal.”

Types of Proposals

9.1 Write and develop types of proposals

Proposals are categorized in a couple of different ways. Internal proposals are
used within a company to plan or propose new projects or products. External
proposals are used to offer services or products to clients outside the company.

Proposals are also classified as solicited or unsolicited, depending on whether
they were requested by the readers.

Solicited proposals are proposals requested by the readers. For example,
your company’s management might ask you and your team to write a
proposal for a new project. Or, your team might be “solicited” to write a
proposal that answers a request for proposals (RFP) sent out by a client.

Unsolicited proposals are proposals not requested by the readers. For
example, your team might prepare an unsolicited internal proposal to
pitch an innovative idea to your company’s management. Or, your team
might use an unsolicited external proposal as a sales tool to offer your
company’s clients a product or service.

Figure 9.1 shows an internal, solicited proposal. In this example, a team
within the company is pitching new apps that could be developed for Android
and iOS phones. This proposal is being used to persuade management to agree
to the team’s ideas.

Another kind of proposal is the grant proposal. Researchers and nonprofit
organizations prepare grant proposals to obtain funding for their projects. For
example, one of the major funding sources for grants in science and technology
is the National Science Foundation (NSF). Through its website, the NSF offers
funding opportunities for scientific research (Figure 9.2).

Proposals
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Proposals are the
lifeblood of today’s
entrepreneurial
technical workplace.
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Quick Start

Proposals

Here is a basic model for organizing a proposal. This organizational pattern is flexible, allowing the contents
of a proposal to be arranged in a variety of ways. You should alter this pattern to suit the needs of your
proposal’s subject, purpose, readers, and context of use.

{ Front Matter ]
P

Step 1: Make a Plan and Do Research

9.2 Use strategic planning and do research to create the content of a
proposal.

Because proposals are difficult to write, it is important that you follow a 1‘eli§ble
writing process that will help you develop your proposal’s content, organiza-
tion, style, and design. An important first step in this process is to start with a
planning and researching phase. During this phase, you will develop your pro-
posal strategy and start collecting content to support your argument.

Planning
A good way to start planning your proposal is to analyze the situations in which
it will be used. Begin by answering the Five-W and How Questions:

Who will be able to say “yes” to niy ideas, and what are their characteristics?

Wiy is this proposal being written?

What information do the readers need in order to make a decision?

Where will the proposal be used?

When will the proposal be used?

How will the proposal be used?

Introduction
’ Current Situation
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L = 4 Graphics, such
| as pictures,
! Project Plan tables, and

graphs, can be
used throughout

the bodv of the

| proposal.
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I Costs and Benefits

Conclusion
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Basic Features of Proposals

In technical workplaces, proposals tend to have the following features:

Introduction that identifies the problem and your solution

Description of the current situation that explains the problem, including its causes and effects
Description of the project plan that shows step-by-step how the problem can be solved
Graphics and graphs that illustrate the problem and the project plan

Qualifications that describe who will participate in the project

Summary of costs and benefits

Budget that itemizes the costs of the project
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Figure 9.1 An Internal Solicited Proposal
This short proposal is an internal proposal that is pitching a new idea to a manager. After a brief introduction, it describes
the current situation and offers a plan for solving a problem. It concludes by highlighting the benefits of the plan.

Internal
proposals are
often written
in memo
format.

Background
information
signals that
the proposal
was solicited.

This section
describes
the current
situation.

—
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Date: January 27,2016

To: Lemar Kendell, CEO, Bender Blast Industries

From: Gamma Genius Team (G. Brand, B. Xu, H. Young, Y. Ali, and B. Finn)
Subject: Proposed New App: Friends with Dogs

Lastweek. you asked our genius team to brainstorm new apps that could be developed for
Android ind jOS phones. We met later that ufternoon. sketched out some ideas, and did
some fesearch on our competitors. On Friday, we each pitched our best ideas to the group.
The idea that rose to the top is a “Friends with Dogs™ app that would be similar to our

“Quad” dating app for college students. In this proposal, we will discuss some of the RSy
[~~The main

limitations with Quad and then offer a plan for developing Friends with Dogs as a
transformative new app.

The Limits of Quad

Without 1 doubt. our Quitd app has been a success story. Quad entered the market in 2014,
and it now has & healthy 760,000 average daily users. It competes well with the other dating
apps on the market, such as OkCupid, Tinder, and Hitch, while the advertising stream was

about $1.1 million last year.

Quad is successful and should be successful for years to come, but its market share has
leveled off. Recent advertising figures show a revenue drop of 23 percent over one year.
Our research shows that Quad’s slowed growth is due to the following factors:

« Many new dating apps are entering the field, especially ones supported by big players
like Google and Apple. Even though Quad uses superior technology, the sheer size and
saturation of these big players gives them a built-in advantage. The
sales team is experiencing more friction because of the increased
competition. Quad is not distinct enough from its competitors,
because they have basically duplicated our product. A couple years
ago, we were the first ones to see the potential of the college dating
market. That gave us a market edge as the first to enter. In this
quickly emerging field, though, we now look like one choice among many.

Duting apps like Quad have high user turnover. Aceording to our data, 50 percent of our
clients spend an average of 26 days aetively using Quad. Within a month, they typicully
find someone who fits their interests; and their Quad account goes dormant, We do have
“regulars” who date numerous people without commitment, but these users only make
up 12 pereent of our client base. Returming customers account for 20 percent, and 8
percent are “voyeurs” who look but don’t reach out for dates. As & result, we have a
nearly 53 percent tumover of users each month, which forees us to be continually
seeking out new customers.

point of the
proposal Is
stated up
front.
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Figure 9.1 (continued)

This section
offers a
plan for the
readers’
consideration.

The plan is
described
step-hby-step.

In sum, Quad has been successful, and we expect it to continue to bring in solid revenue
for at least a few more years. The trendlines, though, lead us to believe that Quad’s
market share has plateaved and will probably erode over time. As always, we will need to
deve]og new apps that are innovative in the market and set Bender Blast apart from its
competitors.

Our Proposal: Friends with Dogs

To pivot on Quad’s success, we are proposing the development of a new app called
“Friends with Dogs” that is aimed directly at 20-something dog owners. The new app
wouldn’t specifically be for dating, though we believe people will find matches via the
site. Instead, Friends with Dogs would be a way for dog owners to meet each other at
Ioc.a] parks or meet up for walks together. The app would work similarly to Quad with its
swipe up or swipe down design. Pictures would include the dog and its owner. Swiping
up would invite local dog owners (called “packs”) to meet up at a specified time. Also,
clients could find new packs by entering their regular walk time and route. The
development of “Friends with Dogs” would require four major phases:

Ph‘ase 1: Use surveys and focus groups to study the market (February 5-20)

/ Friends with Dogs would be targeting a somewhat different client base than Quad. More
than likely, clients would be between 23 and 35. So, we would use brief surveys and

focus groups to study and refine the idea with these kinds of clients.

Phase 2: Gauge advertiser support (February 10-24)
Some overlap with our current Quad advertiser base
exists, but the new app will mean expanding to other
potential advertisers. Dog-related products would be an
obvious source of advertising revenue, but we also
believe that the new clients will include those coveted
educated professionals who are upwardly mobile, If so,
these users will be interested in upscale products like new
cars, active-fashion clothing, furniture, and fast-casual
restaurants.

Phase 3: Develop the app (February 5-March 5)
Because the Quad algorithm already exists, creating the
app will not take much time or resources. We estimate
needing six programmers for a total of 250 hours to turn
the 5.22 version of Quad into the 1.0 version of Dogs
with Friends.

(continued)
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Figure 9.1 (continued)

Phase 4: Create @ marketing campaign (February 10-March 19)

The marketing push and beta roll out of the new appcould happen in March, which is
about the time when people spend mare time outdoors with their dogs. We suggest a
YouTube campaign developed by YoungTime Marketing, The app wolld be o free
download but some special features could be put behind a pay wall.

Phase 5; Distribute the new app (March 26 and onward)

Proposal /

concludes by
discussing
costs and —1—>

benefits of
the plan,

Distribution of the app will be handled through the usual app stores, sueh as Google Play
Store, Apple App Store. and the Amazon Appstore. These three digital distribution
platforms will give us the initial coverage we nead. The basie version of the upp will be
free. much like Quad, and the advanced version will be behind a $5.00 pay wall,

Costs and Benefits of Friends with Dogs

We estimate the cost for developing, marketing, and distributing the Friends with Dogs
app will be about $540,000. 11 the app finds o market, we believe the return on investment
will he six months or less. The benefits of the Friends with Dogs app are the following:

« 1 hits an advertising sweet spot. Advertisers are always looking for ways Lo access
this 23-35 year old demographic. Our studics show that people with dogs cither live in
houses o are looking to buy houses, which nutkes this shice of the demographic even
morc atlraclive.

« The links (o advertising opportunities are obvious and plentiful. Advertisers in the pet
industry will immediately recognize the value of this app Lo them. Meanwhile,
secondary advertisers who use the pet market as a metric will follow with ads that
appeal Lo this target demographic.

o The app will have o significantly shorter development time as well as a robust and
reliable platform beeause it is built on the Quad algorithm. Our lime from beta Lo full
release will be o few months rather than the typical year development cycle.

« We will have the marketing advantage as the first to market, Location-hased daling
aiid heet-up apps are popular, but no one has come up with an app that gets dog
owners together, Since this app is unigue, we would be pereeived as the primary
access point for connecting with other dog owners.

Thank you for considering the Friends with Dogs app. We believe this kind ol casy-to-de-
velop app will allow us to enter a new market while building on existing platforms.
Ultimately, the return will likely be many times the original investment, lcading Lo a
reliable profit stream for Bender Blast Industries.

Let's talk as soon as you are ready. The Gamma Genius Team is ready Lo go. You cun

text me at 555-987-0121 or send an c-mail to gena.brand @thebenderblast.com.
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Figure 9.2 The National Science Foundation Home Page
1

The National Science Foundation (NSF) website offers information on grant opportunities. The |
home page, shown here, discusses some of the recent research projects that have received grants.

SOURCE: National Science Foundation, http://www.nsf.gov
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Once you have answered these questions, you are ready to start thinking in
depth about your proposal’s subject, purpose, readers, and context of use.

SUBJECT Define exactly what your proposal is about. Where are the boundar-
ies of the subject? What need-to-know information must readers have if they are
going to say yes to your ideas?

PURPOSE Clearly state the purpose of your proposal in one sentence. What
should the proposal achieve?

Some key action verbs for your purpose statement might include the
following:

to persuade to argue for to offer

to conwince to advocate to suggest

to provide to present to reconmend

to describe to propose to support

For more help on
defining need-to-
know information,
go to Chapter 2.

To read more about
defining your
purpose, go to
Chapter 1.
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| see Chapter 2.

For more help
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\ ‘ Chapter 2.
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A purpose statement might look something like the following:

The purpose of this proposal is to recommend that our company change its

manufacturing process to include more automation.

in this proposal, our aim is to persuade the state of North Carolina to develop a
multimodal approach to protect itself from stronger hurricanes, which may be

enhanced by climate change.

READERS More than any other kind of document, proposals require you to
fully understand your readers and anticipate their needs, values, and attitudes.

Primary readers (action takers) are the people who can approve your ideas.
They need good reasons and solid evidence to understand and agree to
your ideas. You should specifically pay attention to the needs of these
readers.

Secondary readers (advisors) are usually technical experts in your field.
They won't be the people who say yes to your proposal, but their opin-
ions will be highly valued by your proposal’s primary readers.

Tertiary readers (evaluators) can be just about anyone else who might have
an interest in the project and could potentially undermine it. These read-
ers might include lawyers, journalists, and community activists, among
others.

Gatekeepers (supervisors) are the people at your own comparny who will
need to look over your proposal before it is sent out. Your immediate
supervisor is a gatekeeper, as are your company’s accountants, lawyers,

and technical advisors.

CONTEXT OF USE Your proposal’s context of use will also greatly influence

how your readers interpret your argument.

Physical context concerns the places your readers may read, discuss, or use

your proposal.

Mobile context involves the kinds of media, especially mobile media, on

which your proposal will be read or viewed.

Economic context involves the financial issues and economic trends that

will shape readers’ responses to your ideas.

Ethical context involves any ethical or legal issues involved in your pro-

posed project.

Always keep in mind that proposals are legal documents that can be brought
into court if a dispute occurs, sO you need to make sure that everything you say
in the proposal is accurate and truthful. If your customer or client says yes fo the
proposal on the table, then the agreement is usually legally binding.

Proposals

Figure 9.3 Doing Research on Your Subject

Cvﬁoncept map. like this one might help you research your subject from a variety of directions
en researching the background of a proposal, collect as much information as possible.
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Researching

As soon as possible, you should start collecting information and creating the
content of your document (Figure 9.3). Chapter 12 describes how to do research
so research strategies won't be fully described here. As a brief review, here are;
some research strategies that are especially applicable for writing prop(,)sals:

:I)Cf) ]?ACKGROUND RESEARCH The key to writing a persuasive proposal is
o fully understand the problem you are trying to solve. Use the Internet, print
sources, and empirical methods to find as much information about your subject

as you can. Specifically, you want to identify the proble
) m that i-
ents are trying to solve. y i i e

AiKkSUB]ECT MATTER EXPERTS (SMEs) Spend time interviewing experts
who know a great amount about your subject. They can give you insight into the
problem you are trying to solve and suggest a few possible solutions.

PSY ATTENTION TO CAUSES AND EFFECTS All problems have causes, and
all causes create effects. As you analyze the problem, focus on what is causing it
and the effects of not doing anything about it.
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To learn more about

doing research, turn
to Chapter 12.

FIND SIMILAR PROPOSALS On the Internet or at your workplaFe, you can
probably locate proposals that have dealt with similar problems in the past.
They might give you some insight into how those problems were solved.

COLLECT VISUALS Proposals are persuasive documeﬁts, so they often igclltlld(i
plenty of graphics, such as photographs, cha1.‘ts, illustrations, anc? grafc}il.s. erolSie;cn
any materials, data, and information that will help .yc.)u add a visua Hrnmobﬂe
to your proposal. If appropriate, you might use a digital camera or you

phone to take pictures to include in the document.

Step 2: Organize and Draft
Your Proposal

9.3 Organize and draft the major sections in a proposal.

sal is always difficult because proposals describe

iting the first draft of a propo
Helei dl to envision for your readers and

the future—a future that you are trying

yourself.

A good way to draft Y
of the proposal as four or five separate mini-
When you finish drafting one section, move on fo the' next. . R
al shown in Figure 9.4, for example, is for a start-up business.

h section was drafted separately. Then,

your proposal is to write it one section at a time. Think
documents that can stand alone.

The propos
full team drafted the document, but eac
the team assembled and edited the full proposal together.

Writing the Introduction

As with all documents, the proposal’s introduction sets a context, or f1."amework,
for the body of the document. A proposal’s introduction will usually include up

to six moves:

Move 1: Define the subject, stating clearly what the proposal is about.

Move 2: State the purpose of the proposal, preferably in one sentence.

Move 3: State the proposal’s main point.

Move 4: Stress the importance of the subject.

Move 5: Offer background information on the subject.

Move 6: Forecast the organization of the proposal.

These moves can be made in just about any order, dependjrtg .cm your Rr‘o-
posal, and they are not all required. Minimally, your .prpp.osal B '1jf;o§iucliion
should clearly identify your subject, purposc, and main poink. The other t.‘ i=e
moves are helpful, but they are optional. In Figures 9.4 and 9.5, the introductions
in both proposals include most or all of these opening moves.
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Figure 9.4 Start-Up Business Proposal

This model proposal is based on a real proposal that was submitted by a start-up tech company.

SetupShaman: Incubator Proposal

Thank you for giving us the opportunity to pitch our idea for SetupShaman, a new tech startup that
will help people design, create, and install their own custom computer setups. We enjoyed meeting
with Tim Sands and your recruiter team at the ImagiTech Incubator last week, and we have
incorporated your suggestions into this proposal.

We would like to secure start-up funding and rent-free space in your Pierpont incubator. We are
offering an 8% equity stake in our company, and we expect to return your capital investment within
one year. After two years, our goal is to transition out of the incubator to establish SetupShaman in
the Salt Lake City area. At that point, ImagiTech can continue to partner with us, or we will buy back
our equity stake at market price.

What is SetupShaman?

SetupShaman was designed to solve a simple problem: Tech workers and many everyday computer
enthusiasts want to design and build computer setups that fit their specialized needs. Many of these
clients are programmers or consultants who work at home as part of development scrums. As
independent contractors, they move in and out of projects on an as-needed basis. These kinds of
clients need highly flexible work spaces that will allow them to quickly shift into new projects without
lag time.

Qur other clients are people who need high-end
computer setups for production and gaming. They might
be doing high-quality production for their YouTube
channels and other video and audio platforms. They are
podcasters and videocasters who want their work to be
professional grade. Others are gamers who want their
setup to include full surround features like multiple
screens, high-guality audio equipment, and interactive
data feeds.

These high-end tech users tend to be busy, so they
don't have time to piece together and optimize the
needed hardware, software, cabling, furniture, lighting,
and accessories. They often aren't sure how their existing
hardware will interface with new hardware. So, they end
up wasting money and time patching together - gre—ess
components and using inadequate office furniture, only to I
end up with a work space that is unreliable and nonergonomic.

-]

purchase, and build their custom computer setups. With the aid of automated design algorithms

and online consultants, our website and app help clients design the setup that fits their needs. /
Clients enter needs and their existing equipment and furniture. Then, Guru Geek Crib retumns a
comprehensive design plan that minimizes costs while maximizing functionality. Clients can even
use VR goggles to place themselves into the setup to see how it works.

—The
introduction
identifies
the topic
and purpose.

-€—— This section

identifies
the problem
and its
causes.

SetupShaman is a one-stop design and shopping site that will help these high-end users image, /

(continued)
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Figure 9.4 (continued)

SetupShaman's website will then work with suppliers to cut prices, When suppliers know that
they are selling a package rather than just plecemeal components, they are more willing to offer
Jow-cost deals. We will also allow advertisers to buy space on the screen, and we will collect and
sell data on the kinds of components that our customers tend to consider and purchase.
Manufacturers would find that kind of data very helpful toward improving their competitiveness.

What’s Our Plan?
SetupShaman is already a growing consulting service with $164,000 income last year. Partnering
with the ImagiTech Incubator will allow us to evolve from a consulting service into a full-range
provider of technology design, services, and products. Here is our four-step business plan:
Step 1: Transition into the ImagiTech Incubator
The move will be completed within one month of agreement. We will move our seIvers and
equipment into your facility. With the start-up funds, we plan to upgrade our technology to handle
the higher level of traffic.
Step 2: Expand Products and Services
Our current website, which is focused on consulting, would be expanded into categories of
hardware, software, fumiture, audio, lighting, and lifestyle. The website's wizard algorithm would
allow customers to enter their current setup and then they could custom build a new setup that
blends existing components with new. After building the full setup, the website would then put the
components out for bid, allowing suppliers to offer their best prices. In minutes, the website would
return a price to the client, along with some recommended modifications.
Step 3: Work with Suppliers to Lower Costs
Our margin would primarily exist between the list price of the products and the wholesale price of
suppliers. By bringing a steady flow of business to these suppliers, we will allow them to lower
their prices.
Step 4: Create a Response Team
We will partner with technology engineers to offer customer service. Our response team will be
technology experts, not customer service agents, who will help clients think about their needs and
come up with creative new ways 10 design their setups.
Step 5: Develop a Cross-Media Digital Marketing Campaign
Our marketing campaign will be primarily online, connecting with clients through a variety of
pathways.

Each of these steps will be assessed against established metrics that will help us measure
progress. Every manth, we will rgvisit our metrics 1o monitor the health of our business. We will then
protuce a report on our cash flaw, churn rate, bum rate, direct costs, and operating margin. That
report will be available to ImagiTech Incubator.

e

Sclup&il:_.:.im_::llﬁubumr Proposal 2

The plan’s
L opening
describes
the overall
solution.

«——+—The planiis

broken down
into 5 major
steps.

Figure 9.4 (continued)
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We're a small technology start-up with three partners, That's made us lean and agile
Candace Williams (CEQ) worked for Google before deciding to spin off her own business. She

for five years.

:/l;n" ;rsagt:telr;o;lhg(t)g;)k)j v;]?gshthe (,jl\ssociate Director of Operations at TechSlab, a successful Silicon
- -end computer desks online. H i '
years ago and was recruited to join Guru Geek. © samed s MBA from B0 hree

?;r;ngi:y;gn gr-]?id Englmteler) w?(s one of the most sought after programmers coming out of Cal

ech- . s currently working on optimizi i i j i

e et o oA g ptimizing our design algorithm and implementing the
We also form technology scrums to work on specific projects. We keep a list of top-flight

contractors that jump into projects on an as-needed basi j
ors th = asis. A list of is i i
Appendix A with the resumes of our principal players. P SnRCOElS IS

Costs and Return on Investment

ZC:nb;)I:tomhlipg is return on investment. We understand that the ImagiTech Incubator is a business
b ;\):Eenlé'lsg busmesi; thkat helps other businesses. As shown in our budget, which you can '
ix B, we are looking for $50,000 in capital funding and ’ i
r ndix B, we are I ) rent-fre
Pierpont facility with utilities paid. We are offering an 8% equity gtake in our czni?)&:r:l?/ e

ggfecirt'g il:i:jg”itng ;:\roduct within six months of joining the incubator. Then, in two years, we wil!
ator. As we exit the incubator, we will offer market val . ' equi
stake in our company. If you want to continue t i o e A
. X 0 i
N Ll partner with us, you can hold the equity stake for a
The advantages of allowing us to join your incubator are the foliowing:

- SetupShaman is already a successful business

into work-at-home and scrum-based working arrangements.

- Our client demographic is focused on i

: young people who are hi i

fields—and have money to spend on their passions. By educated n technology
«We know what we're doing, and we're very good at it. Investments are made in people, not

companies. We have an amazin, i
i g management team and a highly competent group of

rec‘;rrrgi;\ogt%?st "L)c;_sc;und ovirscotr:fident, we believe SetupShaman will be a success, and our track
int supports that belief. Joining the ImagiTech Incub i |
helpinguts receh ouE el encou ! cubator will accelerate our progress,
_ ple years rather than five to ten years. The i i
ourTs:Nlces and prodqcts.. so we feel the time is right to move fom)/,ard (iuickl;narket e
WebE;mtk );o:] for considering our proposal. We look forward to meeting with you on March 24, via
Candac': oWIa”.k about the future. If you have any questions or need additional information conitact
e Williams at (801) 555-8400 or e-mail her at cdwi|IiamsCEO@SetupShaman.net'. -

SetupShaman ncuhator Proposal 3

has an MA in Computer Engineering from Stanford, and she has worked in the high-tech industry —€—— Brief bios

of the
company’'s
officers are
offered in the
qualifications
section.

The costs
L and benefits

We expec
pect an RO! of one year, because our company has already been successful, and we 4" section

states the
requested
investment
up front.

- The upside potential of this business is very high as the technology industry continues to expand ~€—+— The benefits

are listed
concisely
here.

Contact
— information
is offered at
the end.
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Describing the Current Situation
The aim of the current situation section—sometimes called the b‘ackglmund sectpn—
is to define the problem your plan will solve. You should accomplish three things

in this section of the proposal:

e Define and describe the problem.
o Discuss the causes of the problem.
e Discuss the effects of the problem if nothing is done about it.
For example, let us say you are writing a proposal to imProve s-afety- at your
. Your current situation section would first define the prob-

llege or workplace. ; o
Caag : lack of safety and explaining the seriousness of this

lem by proving there is a

problem. Then, it would discuss the causes and effects of that problem.

MAPPING OUT THE SITUATION  Concept mapping is a helpful technique for
developing your argument in the current situation section. Here are some steps

you can follow to map out the content:

1. Write the problem in the middle of your screen or piece of paper. Put a circle
around the problem.
_ Write down the two to five major causes of that problem. Circle them and
connect them to the problem.
. Write down some minor causes around each major cause, treating each
major cause as a separate problem of its own. Circle the minor causes and

connect them to the major causes.

Figure 9.6 illustrates how your concept map for the current situation section

might look.

EEXEYITE The Current Situation

« Define and describe the problem.
« Discuss the causes of the problem.
« Discuss the effects if nothing is done about the problem.

DRAFTING THE CURRENT SITUATION SECTION Your proposal’s current
situation section should include an opening, a body, and a closing:

Opening—Identify and define the problem you will describe.
Body—Discuss the causes of the problem, showing how these causes
brought about the problem.
Closing—Discuss the effects of not doing anything about the problem.
The length of the current situation section depends on your regd.ers' famil-
iarity with the problem. If readers are new to the squect, then sev e;ra} para-
graphs or even pages might be required. However, if they fully understand the
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Figure 9.5 Introduction to a Proposal

This introduction makes all six “moves." As a result, it is somewhat lengthy. Nevertheless, this introduction prepares
readers to understand the information in the body of the proposal.

Offers

Growth and Flexibility with

Telecommuting

A Proposal to Northside Design from Insight Systems

Founded in 2002, Northside Design is one of the classic
entrepreneurial success stories in architecture. Today, this

background
information.

Stresses the

company is one of the leading architectural firms in the
Chicago market with over 50 million dollars in annual

revenue, With growth, however, comes growing pains, and <—— L Defines the

Northside now faces an important decision about how it will
manage its growth in the near future. The right decision
could lead to more market share, increased sales, and even
more prominence in the architectural field. However,
Northside also needs to safeguard itself against over-

importance of
the subject.

Forecasts the
body of the

extension in case the Chicago construction market
unexpectedly begins to recede.

E ———===  To help you make the right decision, this proposal offers an
“Northside innovative strategy that will support your firm’s growth
szedsu ;‘; ’ while maintaining its flexibility. Specifically, we propose
itse?fgagainst Northside implement a telecommuting network that allows
over-extension selected employees to work a few days each week at home.
in case the Telecommuting will provide your company with the office
Chicago space it needs to continue growing. Meanwhile, this
construction : ; . . P
market approach will avoid a large investment in new facilities and
unexpectedly disruption to the company’s current operations.

begins to

recede.” In this proposal, we will first discuss the results of our

research into Northside’s office space needs. Second, we
will offer a plan for using a telecommuting network to free

proposal.

up more space at Northside’s current office. Third, we will
review Insight Systems”’ qualifications to assist Northside
with its move into the world of telecommuting. And finally,
we will go over some of the costs and advantages of our
plan.

subject.

|- States the
| purpose
of the
proposal.

[~ States the
main point
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Figure 9.6 Mapping Out the Current Situation |
ping helps you figure out what caused the problem that you are tryin
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problem already, maybe only a few paragraphs are needed. Figure 9.7 shows an

example of the current situation section from a proposal.

Describing the Project Plan

A proposal’s project |
problem. Your goal is to tell your re vould T
lem and why you would handle it that way. In this section,

following;:
Identify the solution.
State the objectives of the plan.
Describe the plan’s major and minor steps.

Identify the deliverables or outcomes.

i i i i iginal purpose state-
drafting this section, look back at your original p :
T e el it g the planning phase. Now, imag-

ment for the proposal, which you wrote durin
ine a solution that might achieve that purpose.

# plan section offers a step-by-step m'ethod for solving tl;e
aders how you would like to handle the prob-
you should do the
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Figure 9.7 Example Current Situation Section

The current situation section includes an opening, a body, and a closing. The causes of the problem are discussed

mainly in the body paragraphs, while the effects are usually discussed at the end of the section.

The opening —~

deflnes the
problem.

The body
discusses the™
causes of the
problem.

The closing
discusses the
effects of the
problem.

The Office Space Needs at Northside

"The office

space
shortage
faced by
Northside is a
symptom of
the firm's
success-and
growing
influence in
the Chicago
rnarket.”

Before describing our plan, let us first highlight some of the
factors that created the current office space shortage at
Northside. There are three reasons your company is finding
itself with limited office space.

» First, Northside Design has grown dramatically since its
founding in 2002. At that time, your company employed
five architects and fifteen staff members. So, the award-
winning design of your office left plenty of room for all
employees. Today, your firm has twelve architects and
twenty staff members using this limited space.

Second, advances in architectural practices have created
a need for more equipment. Equipment like CAD
systems, plotters, and large-format copiers are now using
up precious floor space, further restricting the limited
work area available.

The office space shortage faced by Northside is a symptom
of the firm’s success and growing influence in the Chicago
market. Now, the challenge faced by Northside is to free up
office space without disrupting current projects or
jeopardizing future growth.

Left unaddressed, however, this lack of office space may
create some further problems in the near future. Restrictive
office space tends to undermine employee morale, leading to
lower productivity and overall employee discomfort (Spenser
Institute Study, 2002). Another problem is that the workspace
will also become increasingly inefficient, wasting
employees’ time, while causing minor injuries to personnel
and damage to equipment. A cramped office also presents a
bad image to clients, especially since Northside prides itself
on designing functional work spaces that enhance business
activities.
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MAPPING OUT THE PROJECT PLAN When you have identified a possible

solution, you can again use concept mapping to turn your idea into a plan:

1. Write your solution in the middle of your screen or a sheet of paper. Circle

this solution.

2. Write down the t ‘
Circle them and connect them to the solution.

wo to five major steps needed to achieve that solution.

3. Write down the minor steps required to achieve each major step. Circle them

and connect them to the major steps.

As shown in Figure 9.8, your map should illustrate the basic steps of your plan.

DRAFTING THE PROJECT PLAN SECTION Your project plan section should

have an opening, a body, and a closing. This section will describe step-by-step

how you will achieve your project’s purpose.
e problem. You can even give

ing— tif ur overall solution to th
Openne s “Restore Central

your plan a name to make it sound more real (e.g., the : ;
Campus Project”). Your opening might also include a list of project objec-
tives so readers can see what goals your plan is striving to achieve.

Figure 9.8 Mapping Out a Project Plan
elp you figure out how to solve the problem. In a map like the one

ing will h .
o e you riting out the major and minor steps.

shown here, you can visualize your entire plan by wi
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Body—Walk the readers through your plan step-by-step. Address each major
step separately, discussing the minor steps needed to achieve that major step.
It is also helpful to tell readers why each major and minor step is needed.

Closing—Summarize the final deliverables, or outcomes, of your plan. The
deliverables are the goods and services that you will provide when the
project is finished.

As shown in the example proposal in Figure 9.9, the project plan section
explains why each step is needed and identifies what will be delivered when the
project is finished.

N W\ [=8 The Project Plan

e |dentify the solution.

e State the objectives of the plan.

¢ Describe the plan’s major and minor steps.
o |dentify the deliverables or outcomes.

Describing Qualifications

The qualifications section presents the credentials of your team or company,
showing why your team is qualified to carry out the project plan. Minimally, the
aim of this section is to demonstrate that your team or company is able to do the
work. Ideally, you also want to prove that your team or company is best qualified
to handle the project.

As you begin drafting this section, keep the following saying in mind: What
makes us different makes us attractive. In other words, pay attention to the qualities
that make your team or company different from your competitors. What are
your company’s strengths? What makes you better than the others?

A typical qualifications section offers information on three aspects of your
team or company:

Description of personnel—Short biographies of managers who will be
involved in the project; demographic information on the company’s
workforce; description of support staff.

Description of organization—Corporate mission, philosophy, and history
of the company; corporate facilities and equipment; organizational struc-
ture of the company.

Previous experience—Past and current clients; a list of similar projects that
have been completed; case studies that describe past projects.

Figure 9.10 shows a sample qualifications section that includes these three
kinds of information. Pay attention to how this section does more than describe
the company—it makes an argument that the bidders are uniquely qualified to
handle the project.

Proposals
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Figure 9.9 Project Plan Section

An effective project plan section includes an opening,
some objectives. The body walks the rea

the plan.

ders through the plan's steps. The closing identifies the major

a body, and a closing. The opening states the solution and offers

deliverables of

-

Our Plan: Flexibility and Telecommuting
ing ide’s limited offi ires 4 solution
Managing Northside's limited office space Tequires & s0HET
that uﬁ:\ts the company to grow but does not sacn?ice financial
flexihility. Therelore, we believe i suceessful solution must

meet the following objectives: '
+ minimize disruption to Northside’s current operations

Objectives

« minimize costs, preserving Northside’s financial flexibility
« retain Northside’s current office on Michigan Avenue

« foster a dynamic workplace that will be appealing to
Northside’s architects and staff.

T meet these nbjectives, Insight Systems proposes 1o
colluborate with Northside to develop & telecommunication
network that allows selected employess 10 work at home.

[P
Our Objectives: . ‘
Siagiie The primary advantage of telecommuting 15 that It frees "ka )
i office spice [or (he remaining employees wh(_: need to work In
) gggg”ze the muin office. Telecommuting will also vl u\'\.:rext;nr_lmg
« retain Northside’s financial resources, so the firm can quickly react to
Northsid«;ﬂ’s the crests and valleys of the market.
current office ‘ ) ‘ .
« foster a Qur plan will be implemented in four mijor phases. First, wa_"
e will study Northside’s telecommuting oplions. Second, we wi
————’_W_Oﬂﬂa.ce_ design a local area network (LAN) that will allow e_::!eclnd "
employees to telecommute from & home office. Third, we wil
yrain Northside's employees in telecommuting ba51c§. And
ﬁmﬂly, we will assess the success of the telecommuting program

after it has been implemented.

Phase One: Analyzing Northside’s Telecommuting Needs

We will start out by amilyzing the speeific wurkpl:_me requirements
of Northside's employees snd management. The u;_sul}s of lhls'
analysis will allow s 1o work closely with Northside's manuge:
ment 1o develop a lelecommuting program that fits the umgue
demands of i dynaniie architeeture firm.

> solution to
problem

Figure 9.9 (continued)
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Dellverables

Phase One:
Analyze
Northside's

Telscommuting

Needs

In this phase, our goal will be to collect as much
information as possible, so the transition to
telecommunication will be smooth and hassle-free.

¢ First, we will conduct surveys of your employees to
determine which people might be willing and able to
telecommute. These surveys will tell us about their work
habits and the way in which a telecommuting network
could be adapted to their individual needs.

Second, we will interview Northside's management.
These interviews will help us tailor the telecommuting
network to your corporate culture and your managers’
specific needs.

Third, we will conduct empirical studies to help us
understand the office dynamics at Northside. These
empirical studies will allow us to replicate those office
dynamics in a virtual environment.

We estimate this phase will require thirty days to complete.
At the end of that time period, we will submit a report to
you in which we discuss the findings of our surveys,
interviews, and empirical studies. In this report, we will
also describe the various telecommuting options available
and recommend the option that best suits your needs.

Minor steps

Phase Two: Designing a Computer Network for Telecommuting —~<———— Major step

Phase Two:
Desligning a
Computer
Network for
Telecommuting

Using our findings from Phase One, we will then work with
Northside’s management to design a telecommuting program
that fits the specific needs of the firm.

The telecommunication network would be designed for
maximum flexibility. We would begin by creating a LAN that
would be connected to a main server and a back-up server at
Northside’s main office (see Figure 1). These servers would be  —~¢————
connected through an ethernet to all in-office workstations and
peripherals (plotters, CAD systems, copiers, printers, etc.).

The ethernet would allow each workstatjon to communicate
with the main server, other workstations, and peripherals.
Using cable modems, employees working at home or remote
sites will connect to Northside’s LAN through a communication
server and a router. The communication server will manage the
modem connections. The router, meanwhile, will allow your
telecommuting employees access to peripherals, like the
plotters and copiers, through the ethernet.

7 Minor steps

(continued)
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Figure 9.9 (continued)

The graphic
illustrates a

The router will also allow Northside’s main offlce to connect
easily with future branch offices and remote clients.

To ensure the security of thé LAN, we will equip the per.wurk
with the most advanced security hardware and softwaee
available, The router (hardware) will be prq;mmmud 16 serve as
a “firewall” against intruders, We will ulso install the most
adyanced encryption and virus software availuble 1o protect your
employees’ transmissions.

Figure 1:The Local Area Network

complex
concept.

Workulations

i i Other Networks
—

Note: A secure router
would provide bolh
wired and wireless
access to the sarver,

Communieation
St

Figure 1: An ethernet allows you to interconnect the office
internally and externally.

Figure 9.9 (continued)
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Minor steps <

Phase Three: Training Northside’s Employees —€

Phase Three:
Training
Northsids’s
Employees

Phase Four: Assessing the Telecommuting Program =

Phase Four:
Assessing the
Telecommuting
Program

Overall, the advantage of this LAN design is that Northside's
telecommuting employees will have access to all the equipment
and services available in the main office. Meanwhile, even
traveling employees who are visiting clients will be able to
easily tap into the LAN from their laptop computers.

\\

I-“‘ Deliverables

Experience has shown us that employees adapt quickly to
telecommuting. Initially, though, we would need to train
them how to access and use the LAN from workstations
inside and outside the office.

To fully train your employees in telecommuting basics, we
would need two afternoons (eight hours). We will show them
how to communicate through the network and access
peripherals at the main office. The training will also include
time management strategies to help your employees adjust to
working outside the office. We have found that time
management training helps employees work more efficiently
at home—often more efficiently than they work in the office.

Insight Systems maintains a 24-hour helpline that your
employees can call if they have any questions about using
the LAN. Also, our website contains helpful information on
improving efficiency through telecommuting.

To ensure the effectiveness of the telecommuting network,
we will regularly survey and interview your managers and
employees to solicit their reactions and suggestions for
improvements. These surveys and interviews will be
conducted every three months for two years.

‘We will be particularly interested in measuring employee
satisfaction with telecommuting, and we will measure
whether they believe their efficiency has increased since they
began working at home through the LAN. The results of
these assessments will help us fine-tune the LAN to your
employees’ needs.

After each three-month survey, we will submit a progress
report to Northside that discusses our findings. At the end of
the two-year period, we will submit a full report that
analyzes our overall findings and makes suggestions for
improving the telecommuting program in the future.
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Figure 9.10 Qualifications Section

An effective qualifications section shows why your team or
project. In this sample, notice how the section

The apening
paragraph

When we complete this plan, Northside Design will have a fully
functional telccommuting network that will allow sclected
employees to work [rom home. You should see an immedinte
improvement in productivity and miorale. Meanwhile, you will
e able to stay financially flexible to compete in the Chicago
architectural market.

Qualifications at Insight Systems

At Insight Systems, we know this moment is a pivotal onc for
Northside Design. To preserve and expand its market share,

makes i
claim that the
qualifications
section will
support.

Northside needs to grow, but it cannot risk overextending itself

financially. For these reasons, Insight Systems is uniquely
qualified to handle this project, because we provide flexible.
low-cost telecommuting networks that help growing compinics
stay responsive to shifts in their industrics.

Management and Labor

With over scventy combined years in the industry, our
management tcam offers the insight and responsivencss required
to handle your complex growth needs. (The résumés of our
management team arc included in Appendix B).

—e

"With over
seventy
combined
years in the
industry, our
management
team offers the
insight and
responsiveness
required to
handle your
complex
growth needs,”

rmssn—

Hanna Gibbons. our CEO, has been working in the
telecommuting industry for over 20 years. After she
graduated from MIT with a Ph.D in computer science. she
worked at Krayson International as a systems designer.
Then years later. she had worked her way up to Vice
President in charge of Krayson's Telecommuting Division.
In 2005, Dr. Gibbons took over as CEO of Insight Systems.
Since then, Dr. Gibbons has built this company into a major
industry leader with gross sales of $15 million per year.

Frank Roberts, Chict Engineer at Insight Systems, has 30
years of experience in the networked computer field. He
began his career at Brindie Labs, where he worked on
artificial intelligence systems using analog computer
networks, In 2000, he joined the Insight Systems team,
bringing his unigue understanding of networking (o our
team. Frank Is very detuil oriented, often working long
hours 1o ensure that each computer network meets cach
client's exact specifications and necds.

|

company is qualified, or is the best qualified, to handle a
makes a clean argument by emphasizing experience.

>Descrlptlan
=" of personne

Figure 9.10 (continued)

earned the
coveted '100
Companies to
Watch’
designation
from
Business
Outlook
Magazine.”

Lisa Miller, Insight System’s Senior Computer Engineer,
has successfully led the implementation of thirty-three
teleccommuting systems in companies throughout the
United States. Earning her computer science degree at
Towa State, Lisa has won numerous awards for her

innovative approach to computer networking. She believes

that clear communication is the best way to meet her
clients’ nceds.

Our management is supported by one of the most advanced
teams of high technology employees. Insight Systems
employs twenty of the brightest enginecrs and technicians in
the teleccommunications industry. We have aggressively
f'ccruitcd our employees from the most advanced universities
in the United States, including Stanford, MIT, Illinois, Iowa
State, New Mexico, and Syracuse. Several of our engineers
have been with Tnsight Systems since it was founded.

Corporate History and Facilities

.Insight Systems has been a leader in the telecommuting
industry from the beginning. In 2002, the company was
fgunded by John Temple, a pioncer in the networking field.
Since then, Insight Systems has followed Dr. Temple’s simple

l?clicf that computer-age workplaces should give people the
freedom to be creative.

Recently, Insight Systems earned the coveted “100
Companies to Watch™ designation from Business Outlook
Muagazine (May 2013). The company has worked with large
and small companies, from Vedder Aerospace to the Cedar
Rapids Museum of Fine Arts, to create telecommuting
options for companies that want to keep costs down and
productivity high.

Insight Systems’ Naperville office has been called “a prototype
workspace for the information age” (Gibson's Computer Weekly
May 2006). With advanced LAN systems in place, only ten of v
Insight System’s fifty employees actually work in the office.

Most of Insight Systems’ employces telecommute from home or
on the road.

Experience You Can Trust

Our bn.ckground and experience give us the ability to help
Ngrtllslde manage its needs for a more efficient, dynamic
ofﬁc.e space. Our key to success is innovation, flexibility, and
efficiency,

8

‘_’\
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You should never underestimate the importance of the qualifications section

. Wy . i do not ) . g

in a proposal. In the end, your readers will not accept the p?c?posal if theY The costs and benefits section, as well as the proposal’s conclusion, are shown here. To end on a strong note, the costs

believe that your team or company has the personnel, facilities, or experience to and benefits section summarizes the benefits of saying yes. Afterward, the conclusion should thank the readers and tell
- them the next step.

do the work.

Figure 9.11 Costs and Benefits Section

Concluding with Costs and Benefits

Most proposals end by summarizing the benefits of the project and identifying
the costs of the project. The conclusion of a proposal usually makes most of these

five moves:

The Plan’s Benefits and Project Costs

To conclude, let us summarize the advantages of our plan and
discuss the costs. Our preliminary research shows that Northside
Design will continue to be a leader in the Chicago market. The

strong economy coupled with Northside's award-winning designs
Move 2: State the costs of the project. Restate the will only increase the demand for your services. At Insight

. ) solution. Systems, we believe the best way to manage Northside’s growth is

Move 3: Summarize the benefits of the project. to implement a telecommuting network that will allow some of
Move 4: Brieﬂy describe Hleflltlﬂ‘t’ if the readers accept the proposal. the company's employees to lelecommute from home or on-sile.

Move 1: Make an obvious transition that signals the conclusion.

R . Cost is the most significant advantage of our plan. As shown in
Move 5: Thank the readers and offer contact information. Appendix A, implementation of our plan would cost an estimated
oM i bvi transition that will State the $'_T30,640. We believe this invc§tmcn.t in No.rlh.fidc‘s inﬁ::\strucuu‘c
Start out the conclusion section by making an o Ji(zlusb i . the costs, will |)rc§c;'\\lle you}:‘ com[;:my’s hnnncmlI ﬂcﬁlblm)[; ;lll(r),wmg you to
. s “Let us conclude Y summarizing reuct quickly to the market’s crests and valleys. But the
wake up your readers. Say something like,

)  benefits of our p]an » Then. tell them the costs in a Straightforward advantages of our plan go beyond simple costs:
COStTS an € : 4

" T First, atelecommuting system will allow your current
i logy or sales pitch. Our Plan’s operations to contine without disruption. When the
way without an apology p Benefits: ' !

o Limited teleccommuting network is ready (o go online, your
As shown in our budget, this renovation will cost $287,000. e employees will simply need to attend two four-hour training
o jt will not sessions on using the LAN. Your management can then

disrupt your  garadually convert selected employees into telecommuters.
current

. X . . : operations Second, employee morale will benefit from using the
After the costs, summarize or list the two to five major benefits of saying yes to SR

) ) bl menBoned ift the proj- e, Ic/u'c\um.lnuling n%‘m"o‘rk.‘\”Vi‘tl.ltfcwcr cmployces at the office,
your project. Usually, these benefits are the deliverables you e there will be more space available for the employees who

need to be in the office cach day. Also. studies have shown

We anticipate that the price for retooling your manufacturing plant will be $5,683,000.

P> Summarize
the benefits,

. " . 3 ing efits right after the
ect plan section earlier in your proposal» By- putting thesef: en s ‘.‘i};tment that telecommuting employces also increase their productivity.
’ -ty at they will ive for their investment.
costs, you can show readers exacﬂy what thﬂy N I‘ECE ) : efits for the When the telecommuting system is in place, Northside will be
Then, add a paragr.ap'h in which you describe the future b_&l’le G0k positioned for continued growth and leadership in the Chicago
7 8 - d

- Say thank
i ~ribe how their investment in you architectural market. y
readers if they agree to your ideas. Describe how tment ur plan i

i g H Thank you for giving Insight Systems the opportunity to work
SIE ization.
will improve their company or organ i R . f the proposal and offer with you on this project. Our CEO, Dr. Hunna Gibbons, will
Finauyl thank the readers for their consideration o € prop h contact you on May 16 to discuss this proposal with you.
: -mai re they can
contact information (e-g-, phone number and e mail addre_ss) whe y It you have any suggestions for improving our plan or you would
. i d more information. like further information about our services, please call Lisa Miller.
reach you if they have more questions Or nee m ) W ideas t Offer contact our Senior Computer Engineer, at 1-800-555-3864. Or, you can
- - - fits should not add new ideas to faformaet ‘ e 2004 O
In most cases, your discussion of the bene . . . st nlormation. e-mail her at Imiller@insight_systcms.com.
the proposal. In Figure 9.1, for example, notice that this proposal’s co:; an t
benefits section really doesn’t add anything new to the proposal, except the cos

of the project.

m Concluding a Proposal

o Restate the proposal's main point (the solution).
¢ Say thank you.

¢ Describe the next step.

¢ Provide contact information.

™ State the
next step.
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For more information
on using graphics,
see Chapter 14.

Step 3: Choose the Style, Design,
and Medium

9.4 Use persuasive style and attractive design to influence the

proposal’s readers.
Good choices about the style, design, and medium are crucial to your proposal’s
success. A clear, persuasive proposal that is attractive and easy to navigate will
be much more competitive than one that sounds boring and looks plain. Plus,

‘good style and design help inspire trust in your readers. The appropriate media,

meanwhile, will make your proposal easier to access, while enhancing your
readers’ experience.

A Balance of Plain and Persuasive Styles

Proposals need to educate and persuade, so they tend to use a mixture of plain
and persuasive styles. Here are a few suggestions for how to improve the style
of your proposal:

Use plain style in places where description is most important, such as the
current situation section, the project plan section, and the qualifica-
tions section.

Define any words that might not be familiar to your primary readers
(action takers).

Keep sentences short, within breathing length.

Use persuasive style in places where readers are expected to make deci-
sions, such as the proposal’s introduction and the costs and benefits
section.

Use similes and analogies to explain complex issues in familiar terms.

Set a specific tone by mapping out words and phrases that are associated
with an emotion you want to project in your proposal (see Figure 9.12).

An Attractive, Functional Design

The design of your proposal needs to be visually appealing while helping read-
ers find the information they need. Figure 9.13, for example, shows the first page
of a well-designed proposal. Notice how the design of the proposal sets a profes-
sional, progressive tone for the whole document—even before you start
reading.

Here are some design tips for proposals:

Where possible, put data into tables or charts that the readers can review.

Use graphs to illustrate any trends in the data or facts.

Proposals

Figure 9.12 Mapping to Set a Tone

Concept mapping can help you develop a tone for your proposal. To make your proposal
sound “progressive,” you can use the words shown in a map like this one throughout your text.

~ modem
SRR 1

. creative i ' " looking
. ' : _ \, i 'a'he'ad'r

= _ A . ™,
different _P[Ogrgssiyé_ 1=
_ approach = 1 )

i i cutting-edge

~ original  competitive |

Clarify and reinforce important points with images, illustrations, and
maps.

Expand the outside margin to provide room for pull quotes or reader
notes.

Use page numbers to allow easy references in meetings.
Add color to give energy, especially to headings, headers, and footers.

Use headings and lists to help readers locate the information they need.

Professional design is crucial for catching and holding your readers’ attention.
Don't expect your proposal’s content alone to persuade them to say yes.

A Dynamic Use of Medium

The appropriate medium is also an important choice. Paper is still the norm for For mors information

. . . i )
ost proposals, but increasingly, companies are using multimedia, websites, i [pEgeiand

and presentation software to deliver their ideas. ::;eg;zla?;:uz’s
ri1s.
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re 9.13 Sample Proposal Design

ge design of this proposal sets a professional tone while helping read

ers scan for important information. The tone

Jith positive words and phrasings, while the graphics and headings make the information easy to access.
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Here are a few suggestions for using media to enhance your proposal:

Use presentation software, such as PowerPoint or Keynote, to summarize
your proposal into slides.

Add videos that are embedded in the text or that can be linked to sites on
the Internet.

Create a companion website that allows readers to learn more about the
problem you are trying to solve and the products or services you are
promoting.

Include appropriate background music in a multimedia version of the
proposal.

Create a model or display that can demonstrate how the finished product
or project will look. Link

For more information
Increasingly, proposals use a variety of communication media, such as video, ~on developing oral

audio, and oral presentations to provide a multimedia package to the readers. \F/)vrifi?zr:aast;:;tion
You should look for ways to use media to do something extra that will make

software,
your proposal stand out. see Chapter 15.

Microgenre
The Elevator Pitch

An elevator pitch is a one- or two-minute proposal that pitches a new idea, project, or service to potential
investors or clients. If you type “Elevator Pitch Competition” into an Internet search engine, you will find
videos of competitions in which entrepreneurs or college students compete to give the best elevator pitches.
Pitch websites like Kickstarter also allow entrepreneurs to seek funding for new products and services. The
best elevator pitches sell a good idea quickly.

Here is how to create your own elevator pitch:

Introduce yourself and establish your credibility. Remember that people invest in other people, not
in projects. So tell them who you are and what you do.

Grab them with a good story. You need to grab your audience’s attention right away. Ask, “What
if _____?” or explain, “Recently, happened, and we knew there must be a better way.”

Present your big idea in one sentence. Don't make them wait. Hit them with your best idea up front
in one sentence.

Give them your best two or three reasons for doing it. The secret is to sell your idea, not explain it.
List your best two or three reasons with minimal explanation.

Mention something that distinguishes you and your idea from the others. What is unique about
your idea? How does your idea uniquely fit your audience’s prior investments?

Offer a brief cost-benefit analysis. Show them very briefly that your idea is worth their investment of
time, energy, or money.

Make sure they remember you. End your pitch by telling them something memorable about you or
vour oraanization. Make sure you put your contact information in their hand (e.g., a business card
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Write

Make your own elevator pitch. Think of a new product or service that might be useful to students at your
university. Then, with a team of other students, write a persuasive one-minute elevator pitch. If time allows,
present your pitch to your class.

SOURCE: 3D Growers by Logro Farms. Used with permission.

-

3 D G R O W E R S We are offering a wide variety of 3D Growers for this campaign, including wearable planters,

large individual planters, planter sets, jumbo planters, and educationa! i
. ! planters, ; , planter packs. Simply
BY LOGRO FARMS pick your favorite piece from our collection and customize it with your choice of size, color,

o and materials. You can even have a totally unique planter design created based on your

3D Growers are a new line of custorn 3D printed planters designed to give you a personalized pictures and ideas.

gardening space at home. Create your own unique planter from a limitiess combination of ,

shapes, s}zes.lt_:olurs a__nd ma;eﬁals-.tp choose fram. Wa{re offering a huge vqriety of 3D > Company Background

Growers for this campaign, including planters for your kitchen counter, hanging planters, ' . = )

special planter sets, an educational pack, jumbo-sized planters, and even planters you can Logro Farms is an award winning sustainable farm in Austin that produces hydroponic herbs,

wear and take with you on the £0. ggurmet mgshrooms, and a collection of home gardening kits. Since launching with
Kickstarter in 2013, Logro has grown into a thriving business and has become an important

member of the sustainable farming community.

3D Growers combine the latest developments in 3D printing, home gardening, and creatlve

deslgn into a completely personalized growing experience. N
The company utilizes the latest advancements in botany, mycology, and systems biology to

°g° Cow Docs 1t Fond grow ?rlganic produce and .create extremely I9yv-w§ste food products. Logro strongly believes
in a style of full-cycle farming that has a positive impact on the environment and uses

Choose a Plan'ter Design that best. recycled materials as much as possible. Logro Farms received the 2015 City of Austin Small

matches your lifestyle and personality. Business Award for Excellence in Promoting the Circular Economy from Mayor Steve Adler.

Select a Size ranging from 1 inch up to @ %Rogu%?x:’fsﬂs M e Why We Need Your Support
20 inches. Wearable planters come in

sizes up to 4 inches, large planters come
in sizes up to 8 inches, and our jumbo
planters can be as big as 20 inches.

By contributing to our project, you will not only get your very own custom planter, but you'll be
supporting a team of passionate entrepreneurs with a vision for healthy, fun, and sustainable
food grown in every home. Thanks for your support!

Your contribution will be used to:
- Purchase a production-level 3D printer and post-production equipment.
+ Grow the team with new designers and production specialists.
- Complete a database of initial 3D Grower designs.

Plck a Materlal from a variety of options,

including traditional plastics, plant-based

plastics, nylon, and more. We're even

offering brand new sustainable options that are made with recycled materials like brewers
grains and coffee groundsl

Choose a Color or color combination that matches your style. We'll have many colors for you
to choose from, including some special glow in the dark varieties.

Select a Grow Pack of organic-snil and seads to grow in your planter. Grow packs come with
plant varieties, including different types of herbs, mushrooms, and microgreens. Of course,
you can always grow your favorite plants from your local nursery too!




