Proposal Planning Guide 

Please use the following guide to plan your proposal. Completing this guide is not equivalent to drafting your client proposal! This guide is an intermediate step to help you translate your interview transcript (or “raw data”) into interpretable units of information to integrate into your client proposal. This guide should be completed collaboratively with your team member(s) prior to drafting your client proposal. Email me an attachment of your complete Proposal Planning Guide for my records.
Need Statement 

Identify the mission of your client.

Explain the primary need related to that mission. (Remember this “need” is abstract and intangible.)

Describe the evidence from your research that demonstrates this need is the primary one for the client. (List at least 2-5 significant signals that this is so.)

Explain some other related needs of your client.

Project Description 

Describe specific professional writing deliverable(s) that will fulfill the need that you identified. (Your description you be as detailed as possible—for example, the color scheme, the kind of paper, the types of information, possible images, software your using, etc.)

Explain why this particular deliverable(s) is able to fulfill the client's need.

Explain why this deliverable(s) is the best choice for the client. (Again, you need to support your claims of why with research data.)

Plan & Progress Checks 

Define a step-by-step plan to produce the deliverable(s) including as many details as possible.

Explain how your progress toward these goals will be ensured. In other words, what kinds of checks will you have planned along the way? How will you and your partner collaborate to create the document?

Describe the methods of evaluation of progress that will be implemented as part of your plan including both your team’s in- and out-of- class work on the deliverable(s). (Remember to check our course calendar for all relevant peer review, teacher conferences, and other activities.)

Budget Section 

Discuss the resource expenditures related to your deliverable(s). (Consider time, money, and technology resources.)

Consider maintenance cost factors for your deliverable(s). (How often will the deliverable need to be revised? How many hours will it take? How many copies will need to be made in the future? Etc.)

What kind of chart or visual would best accompany your discussion?

Letter of Transmittal

Your letter of transmittal should 

· identify the title of the enclosed proposal, 

· denote the research completed to produce the proposal, and 

· outline a guide to help the client follow the major sections of your proposal. 

The letter of transmittal establishes good will and contextualizes the proposal for the client. Use the letter template.

Title Page 

Your title page should include a title for your proposal, your name, the date on which the proposal was completed, and the name of your client. You might also want to include an appropriate image or visual.

Abstract of Proposal 

Identify the client's need as your research defines it.

Explain how that need is addressed in your proposal. Note what information is included in each section of your proposal including the deliverable(s); a quick summary of your time line for producing those deliverable(s), research, planning, drafting, peer and client review, revision, and submission to client; and a brief nod to cost factors related to the production and maintenance of the deliverable(s).

