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The reports of professional
proposals
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Proposal reports try to persuade the reader to take some form

of action: to authorise a project, accept a product or service, or to
support a plan for solving a problem.
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Proposals could be written for internal or external parties. The
primary goal of a proposal is to persuade either management

or the customer to accept your recommendations or to sign a
contract for your company’s services.
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Since the written proposal is to sell an idea or product, you
need to be very convincing. You must persuade readers about

the benefits of what you have to offer, and why they should accept
your proposal.
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Before you embark on research, you should be clear about the
purpose of your proposal. Why are you writing it and what does
the client need to know?
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Find out all you can about the readers so that you can select
the right vocabulary and the tone to use. The tone could be formal,
semi-formal, or informal. The main readers of proposals could be
decision-makers such as directors, managers, executives, clients,
or community leaders. If you are writing to senior managers, adopt
a formal tone. If you are writing to people you know well, you

could use a semi-formal or informal tone. Informal tone include
words such as «don’t, can’t, and won't».
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Next, consider what kind of research you need to do; where
to get the information, and who your assistants are. Before you

embark on the research, your team may want to do a literature
review to find out what research has already been done before.
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After you have done your research, you are ready to write the
first draft. The formats of proposal reports may differ depending

on the project. You may want to adapt the relevant sections found
in standard proposals:

1. Background of the situation. aBgll 2,als
2. Description of the problem. AL Capngs — 2
3. Objectives of the proposal. Yl el - 3
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4. Methodology and research: How to gather data; how to conduct
the research, and ...
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5. Time and cost requirements: Budget for the proposed work:
estimated time for completion.
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You may want to adopt the model for writing persuasive
proposal reports in the later part of this chapter if your proposal is

expected to be lengthy as the funds requested is over $500,000
for example.
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The objectives section of a proposal reports is usually very
brief, about half a page. Each objective has been established in
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the earlier part of the proposal, while the ways of achieving the
objectives should be explained in the methodology section.
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The general objectives provide a short statement of the
development goal of the research. The specific objectives may
indicate the types of knowledge to be produced, and certain

targeted readers. These are the objectives against which the
success of the project will depend.
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Here is a list of tasks to guide you in your research and writing
of your proposal:
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-Get a copy of the request for proposal, RFP, to make sure that
your proposal sticks to the guidelines and rules.
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-State your ideas clearly and concisely in writing.
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-Cite alternative approaches and provide reasons to support your
ideas.
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-Provide details of your skills and your partner’s skills to gain
credibility.
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-Your proposal should be timely, innovative, and unique.
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-Use graphs, tables, figures and visual materials where necessary.
When you use illustrations, it makes the reader understand
better. All illustrations must be accompanied by explanations

to highlight to the reader which portions of the chart or diagram
is important and why.
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-Get experts to evaluate and proofread your proposal. Sometimes

your team members may be too familiar with the drafts and
may not spot errors of logic and the mechanics of writing.
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-Attach necessary supporting documents. Some details could be

placed in the appendix so as not to clutter the main report.

Alternatively, longer documents could be attachments to the

main proposal. This gives the reader the choice whether to
read them or not.
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Characteristics of Good Proposal ¥

Reports 5
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A good proposal reports should be readable, organised, and
grammatically correct.
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Here are some characteristics a good proposal reports should
have:
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Describe an idea to solve problems in new ways.
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Spell out the problem clearly. Provide sufficient details so that
readers can appreciate the problem’s importance.
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Point out the benefits of solving the problem.
tdentify the general and specific objective precisely.
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Budget and costing should be realistic and not exaggerated.
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Inciude appendixes to give further details of important statements
in the proposal.
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Include the qualifications of the people involved in the project.
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Offer a realistic and cost-effective solution.
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Design good formatting such as subheads and choice of fonts to
make it easy to refer and read.
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Use graphs and figures, charts, photographs, and other visual

materials so that text can be concise. Nearly everyone enjoys
seeing an informative graphic.
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Identify potential pitfalls and alternative approaches, and,
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Induce readers to act upon your recommendations.
Writing Guidelines LS Liloua gl
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The proposal writing team should have access to these
guidelines:
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Do not use bombastic words to impress the reader. Keep
paragraphs short and to the point.
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Check the document for logic and consistency.
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The text should be easy to read and understand. Use short
paragraphs, and medium to long sentences.
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Proposal reviews are essential to keep the guality of your final
proposal intact. Sometimes, your team is so familiar with the
subject that they cannot spot errors of omission  elling, logic,

and grammar. There should be at least two reviews uy others who
are familiar with the subject and are not in the research team.
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The review team should evaluate the proposal from the
reader's or customer's perspective. Don't be afraid of hurting

another member's feeling. Criticise the content and writing but
not the writer.
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Compare everything in the proposal to the requirements in the

RFP. Highlight those areas in which your team feels the proposal
is deficient and give more time to rework the problem areas.
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Model for Persuasive Proposals
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Here are some suggested sections for your proposal report.

You may want to delete some headings that are irrelevant to your
proposal, rearrange the outline, or add new headings.
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1. Introduction
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a) Statement of the problem and objective.
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b) Background and review of literature if necessary.

c) Need.

d) Benefits.

e) Qualifications of team members.
f) Where data were taken from.

g) Limitations and contingencies.
h) Scope.

2. Plan

a) Objectives and methodology
b} Time schedule.

¢) Materials and equipment needed.

d) Cost.
e) Expected results.

3. Conclusion

a) Summary of key points.
b) Request for action.

4. Works Cited
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Another name for works cited is references. Its purpose
Is to acknowledge your sources of information be they books,
magazines, journals, or text and pictures from the Worldwide

Web.
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Team Work \
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If you are working on a complex proposal, for example,
developingatraining coursetoimprove quality forthe confectionery
industry, you may need several experts to assist you.
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A particular challenge for working with teams is that the proposal
members must work with outsiders to improve on their strengths
and expertise. After a few meetings, the team members will get

to know each other better and can work together well towards the
objective.
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There must be free exchange of information. Share new

information via E-mail and ensure that team members stick
strictly to deadlines.
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Select a good writer to do the draft proposal and send a copy

to all those in the proposal team for them to make additions and
amendments.
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