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Structure
The objective of writing a proposal is to gain a contract for organizing or initiating a certain event/activity. Therefore, efforts of proposal writers must be directed towards providing as much information as necessary and required to clarify all issues related to the organization of the event/activity. Ideally, the proposal will address pending questions of preparation and organization of the event/activity, creation of the program for the event/activity, deciding upon participation and the criteria to be fulfilled, and post-event/activity follow-up. Usually either the proposal is divided into two parts – financial and technical – to allow elaborating separately on each of the two parts or the financial part is incorporated as a separate section in the proposal, along with other sections. In the latter case, the level of details might be slightly less deep than in the former. However, in both cases the recommended proposal, besides the financial part, will include the following:
· Cover letter (to be handed along with the proposal, which delivers an expression of interest to organize the event/activity, reasons and motivation);
· Organization (logistics plan, marketing plan, funding plan);
· Methodology (phases/stages of organization/completion of the event/activity and details specific to each of phases/stages);
· Milestones; 

· Schedule;
· Conditions and Terms of Reference (conditions of accomplishment of the contract, clarification of what and how will and will not be done in the framework of the contract);
· Deliverables (tangible and intangible);
· General introduction to the proposal writer (brief introduction to the company/organization);
· Previous experience (the proposal writer's previous relevant experience in (co)organizing an event/activity of similar nature);
· Organizer's team (team of experts and supporting team, their chain of command, assignment of roles to and scope of responsibilities of each team member);
· Key performance indicators (indicators allowing to measure and gauge the performance of the event/activity);
· Success factors (factors allowing to estimate the "successfulness" of the event/activity in terms of profit, new contracts, promotion of image, etc.);
· Recommended venue and date (if applicable to the event/activity);
· Key speakers (if applicable to the event/activity);

· Annex (which will include any additional and supplementary information such as charts, lists, images, etc. pertinent to the event/conference).
The financial proposal or a section will include the following:

· Costs (anticipated costs incurred during organization of the event/activity for equipment, media coverage, marketing, venue reservation and catering, etc.)
· Fees (professional fees and charges)

· Terms of payment

This structure is generic and can be derived from and modified according to requirements of a specific event/activity.

General recommendations for the structure of the proposal include:

· Make the structure of the proposal clear.
· Make the proposal easy to skim.
· Make transitions smoothly.
Language, style and format

Language

Language used in proposal writing plays an important role. It is not only crucial for delivering the precise message in a comprehensible manner, but is also instrumental in leaving the "good" or "bad" impressions, determining the level of professionalism, and estimating the overall attractiveness of the proposal. All of these non-quantifiable, psychological factors are of tremendous importance in asserting the value of the proposal and its preference over others. Bad language (lack of widely acknowledged and accepted standard business style, grammatical errors, badly formulated titles, incomprehensible phrases) might cause a good proposal to be seen in a gloomy light and thus diminish its value and attractiveness. Good language, on contrary, will elevate the proposal a level above others with similar or close value. To assure a good language use the following must be considered:
· Using MS Word Spellchecker (to ensure that no grammatical errors or mistypes remain in the proposal);
· Using an accepted business language (formulation of phrases, usage of certain verbs and expressions, etc.);

· Using simple verbs and assuring the clarity of ideas;

· Using short sentences and simple constructions;

· Preferential usage of active rather than passive voice;

· Convey liveliness and enthusiasm;

· Avoid using personal pronouns such as "I," "we," etc. giving preference to usage of either full names (of places, people, events) or neutral terms ("it," "there is," "partners," etc.);
· Giving the finished proposal to someone (preferably to two different – in their background and knowledge - persons) unfamiliar with the event and asking a stringent feedback and comments;
Below find a list of websites comprising material (explanations, articles, rules) on correct and accepted business writing:
· http://esl.about.com/cs/onthejobenglish/a/a_basbletter.htm
· http://www.adamsdrafting.com/
· http://www.businesswritingblog.com
· http://andromeda.rutgers.edu/~jlynch/Writing/
· http://www.managementhelp.org/commskls/cmm_writ.htm
Style
Style used in the proposal is equally important in determining its value and attractiveness. Style can render more beautiful or uglier the language sued in drafting the proposal thus increasing or decreasing its value. Style implies clarity, tone, readability, consistency and other qualities, which contribute to overall skillful writing.  A good style is equivalent to smooth, clear, unambiguous, and simple phrases, expressions and sentences, which can be read and understood in one reading. In editing/revising for style, check for the following:

· Word precision

· Wordiness

· Omitted words

· Nominalization: use of nouns where a verb would be better

· Technicality of words for audience

· Tone and level of formality of words – consistency 
· Redundancy

· Sentence patterns

· Sentence length

· Sentence openings

· Passives: use of passive where active would be better
If language is the flesh and blood of the proposal then the style is its skin. The more beautiful and fresh the skin is, the more attractive and valuable the proposal is.
Format
The questions on format to reflect about include:
· Does the cover express something of the content of the proposal or the nature of your organization?

· Is there a Table of Contents?
· Is supplementary information present in the Annex?
· Is the summary no more than 3/4 of a page long?

· Does the organization of the proposal enhance the content and make it easy to find/avoid types of information?

· Are the margins consistent?

· Is the pagination accurate?

· Did you use a consistent type-style?

· Did you footnote narratively?

· Did you avoid unnecessary charts, tables, diagrams?

· Is the typing accurate?
· Are paragraphs clear and placed in necessary parts of the proposal?
· Are the section-headings clear and consistent in format?
Upon reflection on these points, a clear and consistent format is sought. The good format renders the entire document clearer, more coherent and most importantly easy to understand and navigate through. In a proposal with good format, it becomes instinctively easy to find parts and sections by merely looking at their formatting and their placement. 
Tailoring down proposals for a better appeal to clients' demands

The above-presented material constitutes a standard approach to write a general- purpose proposal. Questions and issues addressed are that of general order usually present in most proposals. However, there are cases where the standard proposal will not address all requirements and issues raised. In such cases it is recommended to have a more tailored down, particular approach to the proposal writing, taking into consideration its subtleties and peculiarities.
General recommendations 

The below are general recommendations applicable to all kinds of proposals in terms of improving the general clarity of the contents, language, style, and format:

· Use outline formats and listings whenever possible to break up narrative texts.

· Use visuals to enhance and explain abstract concepts and relationships (do not overuse).
· Don't overemphasize a point. State it, support it, and move on to the next point.

· Use forecasting and internal summaries to help the reader know where they are and where they are going.

· Avoid equivocal language, such as: "might, could, ought, may, should, hope, will consider, it appears".

· Avoid inflated rhetoric or impossible promises.

· Avoid unsupported subjective arguments.

· Do not assume that the reader will be intimately familiar with the subject.

· Sequence the components of the proposal in a logical manner.

· Carefully review, edit, and proofread (at least twice). Get others to help to provide their feedback, comments, suggestions. Avoid errors in grammar, spelling, math, and maintain a clean overall appearance.

· A proposal must be readable, must not be missing pages, and must be written in the same consistent style throughout.
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