	
	Basic Report & Proposal Writing
16 Hours

@ our facility in Atlanta or Your Facility

	

	Meeting called by:
	Your Agency/Company

	Type of meeting:
	Certification or non-certification training class

	Facilitator:
	DTI Training Consortium Primary Instructor
B.A./Certified Government Instructor/Minimum 300 hrs experience.

	

	Attendees:
	Anyone entrusted with communicating with staff, supervisors and the public through the use of business/technical written documents

	Please read:
	This is a “Hands On” course, requiring student participation in live scenario exercises designed to illustrate techniques of proposal/report writing

	Please bring:
	Pen, pencil, hi-lighter etc. 
Reference Manual, Pocket Reference and Course CD 
are provided by DTI

	

	
	Agenda Topics



	
	Introduction
	

	
	What is a proposal vs. a report?

Who is my audience?

What are the needs of my readers?

Objectivity or Persuasion?

What are my goals?

Types of proposals.

The keys to persuasive writing

Writing Guidelines

· Introduction
· Creating an outline before you write

· Starting strong

· Showing your credibility by identifying biases

· Eliminating the “fluff”

· Writing naturally

The components of the document

· The cover letter

· Title page

· Executive summary

· Non-disclosure statement

· Acknowledgements

· Table of contents

The actual report/proposal

· Introduction

· Methods

· Findings

· Advantages and benefits

· Risk assessment and weaknesses

· Cost summary

· Financial details

· Technical details

· Conclusions

· Recommendations

Qualifications of the proposer

· Background

· Resume’

· Case studies

· Testimonials

Setting up your document to write using MS software.

	

	
	Practical Exercise
	

	

	Special notes:
	This course is comprehensive and includes a number of real life exercises designed to lead the student to conclusions on the effectiveness of proper report/proposal writing. The students will be given a topic and supporting data at the beginning of class and led down the path to successfully writing a document.


