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Writing Center


Writing a Proposal
The exact format of your proposal will depend on the kind of proposal you are writing; see the links below for guidelines on how to write specific types of proposals. No matter what kind of proposal you are writing, however, there are certain basic components you will include and standards you will want to meet.

In any proposal, you will need to:

· State the problem or need you will address.

· State your proposed solution.

· Explain how you will go about achieving your solution.

· Explain what you will need in order to achieve the solution.
· Sum up the results you expect to see.

As you write, you should:

· Be aware of your audience:  Who is reading your proposal, and what do the readers need to know in order to properly evaluate this proposal?
· Be clear: Present information in a logical, coherent sequence that your readers can follow without trouble. 
· Be concise: Provide all necessary information, but avoid telling your readers more than they need (or want) to know.
· Be specific: Use precise language to communicate exactly what you mean.
· Be honest: Do not promise solutions that are beyond your ability to deliver.
· Proofread:  Make sure there are no typographical or grammatical errors that might detract from your overall presentation.
Links:
· Grant Proposals: http://foundationcenter.org/getstarted/guides/proposal.html

· Research Proposals: http://www.ucalgary.ca/md/CAH/research/res_prop.htm
· Business Proposals: http://sbinformation.about.com/cs/bizlettersamples/a/proposal.htm

