0BJECTIVES

fou should study this
chapter to know

«the definition, purpose, and

types of technical proposals

1ihe characteristics and
stiuctural elements of
technical proposals

*ow proposals are eva uated,

and thus how to write
¥inning proposals

Technical Proposals

rational improvements, new
>The planning,

and writing skills we have learigéd so far in the

their suitability for the purpose. Hence, proposals have become avery
essential way to get new orders and increase the sales of products.
Proposals may include a bid on contract, or 4 business proposal to 3
government authority, another company, or organization.

Let us imagine a situation when one endeavours to set Up a new
laboratory in an institution and needs to seek the approval of the
administration for the same. The approval may be for 4 requirement of g
new room, purchase of equipment, or acquiring more manpower. Hence,
the proposal should include the prob?lble location of the laboratory,

‘ its functional strategies, its importance

‘There is only one way - in the present infrastructure, jts likely
to get anybody to do expenditures, etc. C ertainly, some
anything. And thatisby | proposals must sell the ideas or projects
making the‘olther Bs | they offer, but all proposals must sell the
wantia -Dale Carnegie I writer (or the writers Organization) gs
" the one to do the project,

i
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322 TECHNICAL COMMUNICATION

DEFINITION AND PURPOSE
A proposal is an offer by one party to provide a product or service 10 ANOICr party i ey,
t@g&gfﬁ??hshﬂlf a sales presentation seeking to persuade the rc;\dcr‘ to umf
p plan for accomplishing a task. Proposals may be Written ta peqple n
/ Proposals are written orders an organization, to an Qutsi.dc company, or to .[hg governmeng Iy e
to solve atechnical problem | words, propesals are written ofjers to so Tve a technical prob (E”{‘._P_I_‘_{z.; s
or to undertake a project of a PT"J_‘?‘fOJ/Fﬁ"“E{@/,OZ‘ theoretical nature. C \_’_ﬂSll‘t‘d nts submit Eraﬁm
practical or the theoretical —t o :

nature.

companies offering help to.solve problems within a company, l‘\ﬁmﬁ\\

Sontractors submit proposals to the government on some constn

- : ; TUCtiony
for the Public Works Departmer

l l . F ol as v s — 4
['COUNGIL OF INDUSTRIAL RESEARCH | ICPUtc‘d adh erusing agencies um
publicize a product or an ideq el

company,  COnStruction  companjy |
submit_proposals to governments gb. |
road to build everything trom bridgest, |
skyscrapers—the list is endless,
As said earlier, proposals, in genen)
aim to solve a problem, altera _p\r_n_g\ium
find answers to questions, ofter advi |
and training, or conduct research ona |
p PR o o v *e 0 GRS
topic of interest to both parties. ]
s i 9 |
However,  proposals have v
ot ; ; : ses with a wide or namow sor
‘We agree that this is an innovative proposal. But we can't accept it as we've pl@o es with a wide A ' e : :
never seen such a proposal before. Given below are a few exampls E\
illustrate the diverse purposes of proposs
* To construct parking slots, buildings, bridges, highways
* To sell property, such as buildings, machines, airplanes
* To survey areas for possible water sources

* To plan and construct airport baggage conveyor systems
* To modernize the office procedures of a company
* To train international managers for work in foreign countries

. . ; ®
* To conduct the basic research before de loping an automed

factory in a foreig
. n
Proposals serve to review AL gn country

. ] 1 : % - . »
and improve existing To improve engineering performance within a company
products and services to
meet the ever-increasing 4 : \ hiah!

| to mee -increasi L . . odays N
o ol eran el t the ever increasing and complex requirements ot toda )

; . 55 we and €S
Proposals serve to review and improve existing products and ‘

A0 S \u}.‘i
!, i | C 1 S @ 3 . R b = Ay ¢ { S‘\
of today’s highly . gmpetnwe business environment. They aim at providing new and
competitive business 1deas to accelerate the advancement of our society. N
environment. ’ eI

| In the following sections, we will discuss the types, b AN
cle A ¢ - ; e Yo SO
ments, style and appearance, and evaluation of technical PP

TYPES

The two basic types of proposals are

M
o N
\\ \\
. 10 S‘JlCS D10 “)Snlq P RBQAN T . wle Botl\ t‘“\\
may be either solicited or unsolicited Proposals and research pmpn:«llh-
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portance of Proposals

oposals, like reports, are valuable records of
I

. P . > Pr ) t )
P fOpr ation inan Ol’galllzatlon, OPOSals attempt to win contracts for h
in

i i ject. Proposal
dex of the ¢ , company undertaking the project
) They acta> - Smpanys growth or writing develops certain favourable and useful
~ progress:

1 : skills such as communicative persuasive, and
roposals give financial retyr % : j
3 Successfu_| prop ns to the Organizational skills. It also enhances the power
organization-

i of estimation, judgement, and discrimination in
|, They help promote various research activities the writer Judg
’ nat are vital for the individual, organization, or
5 government.

L

-

Sales. proposals are also known as business proposals. They are sent outside the company to
potential clients or customers. Sales proposals r‘i}ely du A 106

S SO EEIS 0ales r plicate one another in either structure or
style.In fact, they often take quite Qlﬂ..el@.!?'@,%“_dgrggtim directions like successful advertisements.

* Research proposals are usually academic in nature and mos"'cji}‘sd_ﬁ_ciirtéd-,'Pr_o_fgsisors, or the
institutions for which they work, may submit a proposal to obtain a grant in response to a
request or announcement from the government or other agency, A research proposal may
even appear in 4 foreign language. For example, a research proposal submitted by an academic
institution in India to a multinational company in Germany may be in German. Whatever
the research project, the basic content does not vary. All research proposals will contain the
clements discussed later in this chapter.

An organization often knows in advance those individuals and corporations that are qualified
tobid on a job or help solve a problem. Hence, requests may come via mail or, in the case of the
government, via newspapers.

While preparing a so/icited proposal, the company should remember that, in all likelihood,
it will have many competitors bidding for the contract. To be successful at acquiring the
contract, the company will not only have to present excellent reasons to-the solicitor to
follow its recommendations but will also have to try to overcome the resistance from its
‘ompetitors, i.e., the company’s proposal should have stronger and more powerfu% arguments
than those of the others. So, it has to meticulously folliow the Rroposal requirements of
the solicitor regarding the problem, the required solugon, specific work to be done or
Quipment to he installed, format of the proposal, deadlm.es, etc. _

. Similarly, when a company prepares an unso!fcszed pro]f)osal, it neo;ds tlo1 convnbr;ce the reafi‘e.r that
"uUnderstands the receiver's problem and that it is qualified to solve the problem successfully.

(

Technical proposals, whether they are sales proposals or research proposals, are a persuasive
leng of i“fOImatio; organization, and reason. Essentially, technical proposals should
3 ’

: ir needs would be met with
‘D . -sions makers that their nee
emo iate decision 7
Nstrate to appropr ofessional writing

. I
em - er forms of p
ore creative than oth h in style to some extent

' it - roac
L e oralltyand per’sonal apl?lence financial gain, and prestige
€€p in view the customer’s CONVEMCHES,

L e RN T = I e -
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324 TECHNICAL COMMUNICATION

LLook neat and attractive
Include summary, b:u'kgrnuml. objective,

description of the problem, methodo],
8%, an(

cost estimate

L . ; ovide suggestions fi
Anncxpntc any Imssllvlc reasons for rejection and P'”V“IL 28 15 for Overcomyy,
them

Follow meticulously the requirements of the solicitor

* Contain certain or all elements of structure according to the purpose, usefulness, gn

requirements of the recipient’s language
* Use plain, direct, and unambiguous expressions

Whether a proposal is long or short, simple or complicated, a writer can improve the chance
of securing conviction by making sure that its contents answer the following questions:

* What do we propose to do?
» How do we propose to do it?
/'« What evidence can we propose to use that will actually get the desired results?
Ox  What evidence can we present to show that ours is the best way to get the desired results’
« How can we demonstrate our ability to do what we propose to do?
» What evidence must we present to show that the cost will be acceptable and, perhaps,
that we can meet a satisfactory time schedule?

In providing the information called for, it will be necessary to explain what methods we
propose to use, to show that we have or will obtain the resources necessary to use these methods,
and to offer enough information about costs to show that our estimates are realistic.

STRUCTURE OF PROPOSALS

Major business proposals on selling a company’s services, expertise, equipment, or extensive
installation facilities may use the structure discussed in this section. This structure may also
be adapted for a research study within an academic body. Of course, only long, comprehensive
proposals require most of or all these parts. Proposals on smaller projects may use onlya few. For
example, information required for a grant or sales contract of Rs 10,000,000 will undoubtedly
be longer and more insightful than that for a research allowance of Rs 25,000. Therefore, the
elements desirable for a specific proposal have to be chosen carefully.

Similar to the structure of reports, all proposals have three main divisions: prefatory parts
body of proposal, and supplementary parts. Depending upon the need and existing practice, "
may choose the required elements from these parts for the proposal.

I. Prefatory parts
» Title page
 Letter of transmittal
* Draft contract

* Table of contents
* List of tables/figures
* Executive summary

11. Body of proposal

e Introduction

— Problem ghas ©)

— Objectives or purpose
— Need o e
_ Background ope and limitation

e Technical procedures

— Methods and sources
— Plan of attack
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« Managerial procedures
— Sequence of activities
b facilic: — Personnel qualifications
— Equipment, facilities, products b
o Cost estimate
« Conclusion
[11. Supplementary parts
» Appendices * References
prefatory Parts

This segment ;élVCS.t;l‘le SOllCl_YOI‘ or recipient an overall idea about the proposal such as highlights
d coverage. » peci atfentlon should be given to this segment, as it creates the first impression
~ the reader’s mind. This segment can have the following parts.

Title page The tlt'le page of a proposal is similar to that of reports. Most organizations
pecify the information to be included in the title page, some even provide special forms that
.ymmarize basic administrative and fiscal data. The title page should include at least the title,

‘he name of the person or company to whom the proposal is submitted, the name of the person
ubmitting the proposal, and the date.

Letter of transmittal This is a cover letter that accompanies or is bound along with the
proposal. Proposals submitted to government organizations may contain the letter of transmittal
immediately after the title page. This cover letter includes a brief introductory, middle, and
concluding paragraph. The topic and purpose are clearly mentioned in the introductory section
of the letter. The middle section contains the proposal highlights and the concluding section
motivates the recipient towards responding positively to the proposal.

Draft contract A draft contract is the rough draft of the contract prepared by the proposer.
When the proposal is accepted, the original or rough draft may need changes in clauses such
% terms of finance, duration of the project, and delivery schedule. Thus, the contract will be
nalized and signed only after the proposal has been accepted.

Table of contents Brief proposals do not require a table of contents. But if the proposal is

1““:4 then a table of contents is essential.

List of tables and figures This list enables the reader to easily locate visual aids, if any, quickly.

sals should have an executive summary. Seeking
© gain 5 quick review, some evaluators will initially reaq only this surlnmary. Hence‘, the
XeCutive summary should be a concise version of the detailed proposal. [t should .provnc-lc a
d, telling the reader the need for taking up this project,

F“'ffutive summary Even brief propo

y 3 :
.‘i‘mportance of bfﬁfsziii‘ng;‘;e the objectives, how they will be‘ fact, Wit frgcedures
,;He_(“‘/ely Writt P donted, and also the outcome of the project. Budget figures are
"ty e en . will be a opted, e proposal summaries or abstracts may receive
oy, Beregip 0¥ €annot | frequently omitted because P ally ends with a re-emphasis of
| ey oted. Many wide distribution. The summary generaLy ! RS-0
ey 2elieve that al’s strengths. The length of the summary is usually between
b e SOIQTCepted or the propeses Js depending on the complexity of the proposal. Many
"‘sLT'D’eSsioibaSEd on 100 and 300 words gelieve that the executive summary is the most
Jmmary Createq by proposal consultants LTt should create a positive impact, so as to

POS

important part 0f & PREC ' ' e proposl.

induce the reader to rea
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TECHNICAL COMMUNICATION

Body of the Proposal ¢ the following five sectionsl
et the 10 Sont
Y el consists O : fodyey;
Ihe main body of a technical |"”‘m"|I | «timate, and con¢ lusion. HCtion
technical section, management sectionh? ost €9
Introduction ‘ bat it d |
1y epecifies what 1t intends to ;
Problem and need  The l".“N“” statemer! ‘l]( . I)| the shortcomings ’lriﬁitf:)glnvcsnga“‘
b acilities/procedure At B out 2
It should elaborate the existing facilities/proce fi il c oft
. abor: ‘ , toar henefits will come fre ¢
blem exists and what ben¢ m the PTOposeg

same. It should explain why the pro
research.
formation such as the following:
tical or related projects

) .
articularly the proposers evaluation of them

A1 will build on the already completed project and

Background This includes in
« Previous work completed on ider
« Literature reviews on the subject, p
e Statements showing how the propos

research
Purpose The objective or purpose of the proposal should be stated clearly. It is often sty

in infinitive form, for example:
« To offer the supply of forty
« To provide the required training
Scope ‘This part defines the boundaries of the project. For example, the proposal on a research
study should clearly specify whether it will study one or more areas of a community, company,

department, or a particular problem. The proposal will specify which topics will be outside its
scope. The writer of the proposal has an ethical and legal obligation to clarify the limits of hi¢/

her responsibility to the client.

Limitations This section describes the restrictions over which the proposer has no control,
cuch as the non-availability of some classified information.

aircraft engines to Aviation Supplier Corporation
for the newly employed graduates

Project team/personnel  Even some short proposals include a listing of the individuis
who will work on the project, including project director/coordinator. In long proposals, such
information is a must including a brief résumé of each individual (educational qualifications
professional achievements, experience in the area, publications in the relevant field, etc.).

Methods and sources The reader should be informed about the methods and sources (!
would be used to collect the required statistical data for the project. It may also include a discussio?
on the reliability of the sources from which the required information or data would be collect

For example, a proposal offering software consultancy services to some other organizations md
include a discussion about the journals that have been consulted, the personnel who has b¢¢!
interviewed to understand the existing problem, and also the aut’horities with whom the

issues have been discussed. '

Technical section

derWillbc _

Procedures H'ere, a br'lei' FilSCle:sion on how the technical requirements of the ¢
met should be given. This discussion incorporates the following aspects:
<! .
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Plan of attack Here, the methodology
N that would be adopted to carry out the
Project should be presented. For instance,
in a proposal offering to set up Solar
Water ”c;lting Systems in a university
Campus, one needs to explain eac h step
of the process, starting from procuring
materials to installation of the systems.
This section can be further divided into
small headings such as materials, system
overview, and installation details. In
general, this section presents the various
solutions available for the problem and
for selecting it.

. one that has been chosen,justifying the reasons
Vianagement section

Sequence of activities This section

: pertains to managing the job in question. By means of a
(Gantt chart or milestone chart, this g

- ities of tl ) ection presents to the client a clear picture of the phases
f activities of the F‘)I:OJCCt and how long each phase will take, This section not only guides the
reader but also facilitates a Systematic approach to the execution of the project. The charts

will also show the reader how the bidder is adequately planned and prepared for the various
activities.

Equipment, facilities, and products This section explains about the existing equipment,
facilities, etc., and also the additional facilities that may be needed to carry out the project.

[t may also elaborate upon the infrastructure by listing all the available equipment, products,

facilities, etc. In addition, a detailed list can be included mentioning all those things that are
necessary for the job.

Human resources This section presents the details of the human resources requirement to
complete the project. It also elaborates the technical expertise the different personnel have to
iccomplish the project. The team organization can also be elaborated upon here, mentioning the
names of the chief coordinator, co-investigators, etc. The company profile can also be included
n this section. The proposer also provides the human resources requirement, which should
include a detailed list of number of persons and also the type of expertise they should possess.

Budget/cost estimate

The budget or costiSecn s mandatory for all proposals. This provides a breakdown of all
¢stimated costs for the project. It should include such item's as matcrial.s and supplies, salaries,
travel, dupljcating, consumable items, etc. Some budget SCCth.ﬂS rTlay b.e in tab}ﬂar form or even
" the form of visual aid. It is customary to include a budget ]ustlflcatlon section, in paragraph
form, stating the various items of expenses the project W(?uld incur and also. th? potential
Wirces of funding for the project. This would be a'further ratlfarfa‘lc f(;r the ﬁnaflﬁm‘l figures. The
feCipient will appreciate the bidder’s acknowledging responsibility for potential cost overruns

and funding shortfalls and the thorough preparation in presenting this estimate.

S
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Conclusion der to re-emobal
- the provider to re-e asi
’”'lis last section pm\'iuh“\ 0 final .,mmlluml\ for the pre ) P .c ze and cfsu
l . s 1 1 urces in terms of material, expertise, and Eit ad,
the recipient that they have all the reso 11 | this - Usjg
: . .d here and this sectio S
to ﬂk\‘("nl‘“.‘\"l (I\L' '\1'()i(-t"_ N(\ new |l|('.1\~. \"l(illl(l '\( .Hl(l(( n Should bc VQ:’;
brief, maybe one paragraph
Supplementary Parts Visuals (
\ ‘ N als as well. Visuals (ma
Appendices, as in formal reports, are ()Imnn.ll in propos llls ied Bt it PCS] or 8raphs) an
. s s \ ‘ »adadcd. § in 1¢ ¢
some pertinent letters of support and endorsement can e ac oubt it j better
to leave out appendices. .
» . . . , ave e 'c(l or « ll()lC(J 1n the TOpPOS
References give the list of sources that have been us | proposal, Refffrt‘,nces

. equire doc ntation.
are usually a part of research proposals that require docume

STYLE AND APPEARANCE

All techniques and principles that are ;1pp|icﬂb|€

to technical communication and report wriy;:
are equally applicable to technical proposals, whether they are for research grants or fo, 2 saleg

contract.

It must be borne in mind that the physical appearance of the proposal makes an irnpomm
non-verbal impression. As proposals are evaluated immediately in terms of general appearanc,
neatness, specific appearance of the table of contents, list of figures, title page, consistency of
style, completeness, and professionalism, it is very essential to spend a considerable amoyg; of
time in refining these aspects. Each item must be checked and rechecked. It would also help
to adopt appropriate means of visual persuasion. Company logos are often found on each page
Colour and visual aids are used to add effectiveness. For example, a marketing executive’s major,
unsolicited, successful proposal can have on its cover an accurate sketch of the Prospective
customer’s buildings. The proposal should be attractively bound and protected by a plastic cover

EVALUATION OF PROPOSALS
It might seem that in a chapter on writing proposals, a section on evaluation would be
inappropriate, but generally writers produce better products if they understand how their work
will be judged. ' '
By giving a scale of values to the following set of questions, the reader can make a point
comparison between competing proposals:

1. Understanding of purposes, objectives, and tasks—thirty points.
(a) Doesthe bidder demonstrate clear understanding and acceptance of the requiremeat
presented in the RFP (request for proposal)?
(b) Are the tasks outlined in the proposal. clear and well defined?
(c) Are there important omissions in the specified tasks?
On a scale of thirty points please assign a rating to this area.
2. Technical quality of methods proposed—thirty points.
(a) Are sufficient time and resources specified to accomplish the quality outlined in "
proposal?
(b) Does the proposer emphasize quality as an important criterion when presennﬂg '
methods?
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: . ~Oposed 1y,
. this mo i ¢ eth :
(d) Is thi nitoring sufficiens ks quuOdS be Monitore throughout the contract period?
Cthi . Sur a1 .
On a scale of thlrty Points plcasc assj ¢ (]ll.lllty>
a8s1gmy

. Quality of management pl
(2) Has a management
specified times?
(b) Does the proposal clearly ik
and with this agency’s stafp fy
(¢) Is sufficient technica] ma
quality of output?
/ill sufhicient infi :
(d) Wi Information he
BRI av {
effectiveness: ailable to this agency to permit analysis of cost and
On a scale of ten points please assign a rat;
i Qualification of staﬁ"__mem_y S in
(a) Have individuals to whom the tqel. ;
: ask is ; : , ,
technical areas? assigned had prior experience in the required

an angd lllanni: fating to this areq
Plan beep, des; Bten points,

gned :
0 ensure receipt of materials at certain

worki : :
ng l'CI?ltIOnshlps within the contractor’s staff

Nagement :

g to this area.

(d) Is there sufficient depth in the saff t ' A
On a scale of twenty points please as 0 provide backup and overload capabilities?

=D Sign a rating to this area.
- Corporate capability and experience—ten points.

(a) H?ls the organization had previous experience in planning and managing efforts of
this type? :

(b) Has the organization previously managed projects of this size and complexity?

(c) Is the organization of sufficient size and stability to undertake the responsibility
called for?

(d) Is there any ‘track record’ of performance available, indicating consistent meeting of
schedules with quality output within fiscal limits, or the inverse?

On a scale of ten points please assign a rating to this area.

Although only one of the preceding questions deals directly with expenses, costs are a
primary consideration. In commercial proposals, the first consideration is cost, followed by
performance, reliability, economy of operation, and early delivery of the product.

Beyond these considerations are many others, but one of the most important is the tone
of the proposal. Those addressed are extremely concerned that the responsible ofﬁcial§ of the
Proposing organization are genuinely interested in doing the work and are com-rmrted to
providing complete satisfaction, even beyond normal guarantees. In other worfis, reviewers are
kely to reject a proposal if they believe that they would have to put up with questionable
Practices—or with indifference. ol e

\ lany proposals turn out to be unwfgl because of the following Al

N

* Questionable project design
* Inadequate explanation of the research
* Lack of experience of the investigator
Ot} erimental purpose an
literag that most of these reaso

d poorly prepared knowledge of the

‘“Cmajor reasons include vague exp ns derive from the presentation

ure. The important point to note is
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I"'"I"’\‘ll\ were written rather than from the naty
: t . re
‘epare 1T Propose 0
had Impnul their proposals more carefy fthq

{ the investigators _

and in the world of research and grants as well as i b ly,

. e A4 ' Iy

he difference between working and looking for anothey : €S8, 4
idea of how to write Wcll—strucmred ; Job,

» PEISyqe:

aslv

¢

of the material, that is, from how the
research. In other words, i
might have been successful,
successful proposal often means |

Exhibits 14.1 and 14.2 will give you 4 fair

proposals.

EXHIBIT 14.1 Sample proposal

project Proposal

on

DEVELOPING MULTIMEDIA STRATEGIES
FOR EFFECTIVE COMMUNICATION

Submitted to

DEPARTMENT OF SCIENCE AND TECHNOLOGY
Rajasthan
By
V. Ravindra 1998A6C6489
1998A2PS822

1997B4A3920
1998A2PS401 C. Srividya

T. Krantikiran

Bina Shetty

Under the guidance of

Dr. MEENAKSHI RAMAN
Languages Group

Birla Institute of Technology & Science
Pilani
August, 2015
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TUDENT PROJECT PROGRAMM

| Title of the project;:

Developi
Comn:)l:),'qr"g Multimedia Strategies for Effective
;. Name of the students: N;catlon
y me ID No.
.I) T. Krantikiran 1997B4A3920
(lf) V. Ravindra 1998A6C6489
E'iil) Bina Shetty 1998A2P5401
iv i
.. Classvearortne TR i ) E Srividya 1998A2pP5822
‘ i) 4" year.

(i), (ii), (iv) 3 year,

Dr. Mgenaskhi Raman, Assistant Professor
Teaching at various levels for the past 14
years; taken up Projects in multimedia

i courseware devel|
c. Address of the Guide: Dr. Meenakshi ;z;anent

Languages Group
Faculty Division I

BITS, Pilani-333031
Telephone:

Office: 45073-Extn. 307

Residence: 42238/44736
d. Broad Area/Field of the Guide: Communication.

5. a. Name of the institution: Birla Institute of Technology and Science
b. Address of the institution: BITS, Pilani

4. a.Name of the Project Guide
b. Experience of the Guide:

Rajasthan - 333031
Ph. 45073 - 307
6. a.Project Summary

This project aims at developing through multimedia certain strategies for effective
communication, which is vital for the growth of an individual as well as the society.
Effective communication strategies, if developed through multimedia, can be easily
grasped even by the lower strata of the society. Moreover, these strategies may prove
to be indispensable for education institutions and professional organizations of any
kind.

This multimedia package would incorporate strategies for both verbal and non-
verbal communication. The main focus would be on the significant aspects of oral
communication such as body language, voice modulation and audience awareness
and the illustrative aspect of written communication namely, graphic aids.

The package would not only be user-friendly but also be informative, thus enabling
the users to develop better communication skills.

Page 2

; —— e —
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i

he progress of any society, the project will focus
-t and other audio-visual aids like audio
loping language skills, they do not

b. Technical details of the project isfort
icati snsablé

Since effective communic ation Is indispensa o

egies for the same Though the e
! )]

tc. throw some light on te hnicues for

2 \munication. s

cts of con rojeé i i

ication, the
of communic at . elf
Jtion. The projec t would require the following:
F

on developing strat
and video cassettes, €
deal in detail with the vari

Even though there are many ;
certain aspects of oral and written communi¢

ous aspet
aspects

Software Requirements
« Multimedia development feit

« Adobe Photoshop

Hardware Requirements

« A personal computer
. Multimedia kit (speakers, sound care, floppy:

with Pentium Il processor
CD-ROM drive)

the existing products and to

+ 32 MB RAM |
search and analysis of
MP3 format)

« Internet connection (preferable for resea ' |
download latest software to compress audio and video files, €.9.

« Recent publications (literature) on multimedia

7. Introduction of the project
a & b. Definition and origin of the proposal
he interaction among its people. This

The development of any society largely depends on t - :
interaction is essential for the ideas, facts, feelings, and courses of action to be transmitted and
interchanged. But without adequate communication skills, it would be difficult for the people to

interact effectively.

In a country like ours where illiter
oral and visual communication can
effectiveness in communication, people nee

these strategies can be developed in various ways.
We feel that multimedia is the most effective of all and hence designing effective communication

strategies through this medium would be of great help to the students, professionals, and laymen.
For example, strategies for effectively using the various means of body language such as posture,
gesture, eye contact, etc. would certainly prove to be of immense help for all these categories of
people. They can use each of these means of non-verbal communication according to the situation
in which they communicate. For instance, people working in an organization may have to deliver
many short or long presentations or participate in meetings, etc. during their professional career;
students may have to give several presentations such as seminars and talks, or participate in group
discussions and interviews during their academic career; laymen need to communicate their ideas,
decisions, etc. to others. Hence developing effective communication strategies is vital for the overall

wer strata of many societies,
on in a society. To achieve
es. There is no doubt that

acy is still prevalent among the lo
greatly help the flow of interacti
d to follow certain strategi

progress of any society.
¢. Objective
This project aims at developing multimedia strategies for effective communication (both verbal and
non-verbal). It would mainly focus on:
1. All aspects of body language, voice modulation, and audience awareness pertaining to non-
verbal communication

Page 3
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» Methodology
. Literature survey
. Collection of materials
. Scripting
. Developing strategies
. Designing strategies through Multimedia
f. & g. Organization of work element ang time schedule

Phase | 4 months (approximately)
Phase Il 4 months (approximately)
as per work plan
8. Details of facilities to be Provided by the institution

- Library

« Computer hardware

- Software for the use of multimedia

- Recording

+ Internet access
9. Budget Estimate:

|. Minor Equipment
Rs. 8,000.00
Rs. 1,000.00

3. Contingency & other costs Rs. 1,000.00
Total ' Rs. 10,000.00

10. Utilization of the outcome of the project

I. Consumables
2. Report writing

The multimedia package developed in this project will be informative‘ as well as user-frienc?ly.
twill not only create an awareness among the public about the various aspects of e-ﬁec-:;\:-e
communication, but also enable them to modify and develop their communication strategies. This

nturn will prove to be beneficial for the progress of the society at large.
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EXHIBIT 14.2 Sample proposal (with covering letter)

Multi-modal Gymnasium

Varanasi-221004

March 14, 2002

Mr Anuj Sharma
Chairman

Diesel Locomotive Works
Varanasi-221004

Re: Project proposal for setting up of a multi-modal gymnasium in DLW

Dear sir

The attached document,'Proposal for Setting Up of a Multi-modal Gymnasium in DLW Institute’

outlines our project for amodern gym. Reduced man-days and associated costs due to medical

problems of the DLW staff and officers has been a long-standing issue. Our proposal aims to
suggest a remedy for these problems. The project is also expected to satisfy the long-pending

demand of DLW staff for setting up of a gymnasium with multifarious facilities.

This proposal provides you with an overview of the proposed plan, an outline of the work plan
along with the cost estimate, and the suggested plan of action for utilization.

This proposal also explores the alternative facilities provided and the utility of each.

The authenticity of the proposal is supported by the fact that many leading organizations in the
world including Intel, IBM, GE, TATA, and others have implemented this concept successfully. If
you have any questions or concern about our proposal, please feel free to contact me over my

mobile 9830038796 or by e-mail at anirudh@vsnl.com.

Youyrs truly

Anirudh Gautam
Dy Chief Personnel Officer

DLW

Enclosure: proposal for multi-modal gymnasium
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BY

ANIRUDH GAUTAM
DY CHIEF PERSONNEL OFFICER/G

DIESEL LOCOMOTIVE WORKS
| VARANASI 221004 (UP)

March 2002
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STAFF WELFARE PROGRAM

Draft Contract
Project Title SETTING UP OF A MULTI-
MODAL GYMNASIUM IN
DLW INSTITUTE
‘ Name & designation of Anirudh Gautam, Dy Chief
i proposer Officer Personnel
‘ |
Postal address of the DLW, Manuadih, Varanasi |
1
proposer
Name of the institute in which North DLW Institute
the gymnasium is proposed
to be set up
Time required for 6 months

commencement of the
project on receipt of approval

Duration of the project 6 months

Amount of money required One-time Cost: Rs 9 million
approximately |

Recurring Expenses: Rs 2.2 Expected Annual Income:
million Rs 2.0 million

Page 2

-
Scanned with CamScanner



TECHNICAL prOPOSALS 337

eXk osal s about setting up of a multi-moca|

s PT¢ ‘S ital registered about 150 heart ajlment

AL Ho 50, similarly, there has been phenome
WC ﬂep"eSSion' and anxiety cases. In addit|

‘ I]ulmrs have shown a rising trend, notably tha

plem

[« C'..UVC' a

gymnasium in DLW. Last year
cases. This year, the figure has

nal increase in the high blood

ton; o}:her stress-related medical
of t i0-

nd the nervous systems. Total cost incufrzzrcé:;) ‘g’&;‘l‘;\:y::"lr:r
A9’ g days and also due to the cost of medical treatment was calculat)Pd)tJO

orking t year alone. Thi i

e 57 lakh for las ye - This year, the figure is expected to be at least
b le that of the previous year.

dou

in order t0 arrest these alarming trends through preventive means, it is

osedtosetupad multi-modal gymnasium at DLW for use by staff and officers,
pr(()j their families. Contrary to popular belief, a multi-modal gymnasium offers
anned health and fitness programmes, ranging from iron-pumping machines
:2 Yoga therapy and_ Chinese acupuncture. This technical proposal enumerates
the suggested outline of the proposed gymnasium, conventional and non-
Conventional programmes proposed to be offered, and the consequent benefits

Jue to the same. The proposal also brings out the estimated time schedules for
completion and the cost likely to be incurred.

The outcome of this project is envisaged in terms of reduction in lost working

days and associated costs due to medical problems of DLW staff and officers.

Also, the project is expected to fulfil a long-pending demand of DLW staff for
cetting up of a multifarious gymnasium in DLW.
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STATEMENT OF THE PROBLEM

Figure 1 shows a year-wise break-up of sickness cases registered by DLW hospital,

of Cases

No
= N
S

\

ORegistered
Sickness
Cases

[ R - '
1991 1993 1995 1997 1999 2001
Year :

Figure 1 Year-wise break-up of registered sick cases in DLW hospital

As can be seen, there has been a gradual increase in the number of registered cases

over the past ten years. Year 2000 shows a slight reversal in the number of cases, mainly
because of a large number of retirements during that year. The above figure only refers ;
to the in-patients department cases. If the out-patients reporting is also added, then the
problem assumes larger proportions. The trend, however, remains the same.

Given in Figure 2 is the break-up of the cases in 1991.The corresponding position in

year 2001 is given in Figure 3.

[] cardio-Vascular

AV

/a)

Digestive

/s

@ Nervous
@ Respiratory

E Haematology

RN 90708 £ ] Others

YT

]
A
QLTI

Figure 2 Break-up of registered cases in Year 1991
Figure 3 Break-up of registered cases in the Year 2001.

Figure 4 shows the working days lost in the last year due to medical problems
and the associated total costs. This is compared with the projections for the year

2002.
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As can be seen, the associated total costs on account of sick
© double in the current year. The actual expenditure due tOS"':St”eSS a're 5
dueto medical treatmentis expected to touch Rs 120 million in thworkmg g
hare of cardiovascular diseases has increased significantly Moree C.UTr;ntyear.Thre
has had an adverse effect on the morale of the employees. | o

jected

Objectives

The main objective of setting up the gymnasiumis to ensure fitness for the employees
through sports, exercises, healthy food habits, relaxed life style, and meditation. A
multi-modal gymnasium will act as a counselling centre for employees with tailor-
made fitness programmes.

Itis also proposed to maintain a health database of the employees in association
with the DLW central hospital. The bottom line is to have more satisfied and
healthy employees with consequent reduction in lost working days and medical

expenditure.
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WORK PLAN

Phases

For scheduling purposes it is proposed to split up the project into three phases, | the
first phase, it is envisaged to set up the cardio-fitness centre. The second phase js aimed
atestablishing the Cybex circuit weight-training area. In the final phase, the meditation
hall and upgrading of the tennis courts and the swimming pool are planned.

Coordinator

As a first step, a full-time coordinator needs to be selected. The minimum qualifications
and the work experience of the Gymnasium Coordinator have to be determined and
the emoluments which can be offered have to be decided. The coordinator shall pe
responsible for looking after the management of assets worth Rs 10 million and shal|
also be responsible for effective management of the gymnasium. Therefore, selection
Criteria are required to be approved by the Chairman.

Location

Itis proposed to locate the cardio-centre and the weight centre of the gymnasium in the
North Institute of DLW. The Yoga and meditation centre is intended to be put up at the
Officers’ Club. The location of the courts and the swimming pool remains the same but
the skirting area around these is planned to be concreted and tiled.

Area

The cardio-centre and the weight-training centre require an area of about 20,000 square
feet. The area has already been su rveyed and the vacant stretch in front of the basketball
court in the North Institute premises can be used for construction of the building. For
the Yoga centre, the space near the Officers'Club is proposed for building the main hall
and the annexe. The area in front of the swimming pool is planned to be utilized for
construction of wash rooms.

Types of Equipment

The cardio-centre is envisaged with the following equipment:
a. Treadmills

Page 8
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ctail Climbers
't U Cpiiptical gliders
‘1 Upright & recumbent bicyc|e

" rowing machines

he weight-training centye s bro
t: POsed to be equ
plﬂen . Illlpp(}

,aqul
‘q}l weight benches

b, Wall bars
parallel bars

C. ) d

4. Incline boards

o. Balance beams

¢ Trestles
weight machine centre

d with the following

roper ventilation. There are plans tq have a tie-y
Foundation for meditation courses,

yuman Resource
It is estimat.ed that a .skeletal staff of about five shall be required for prope
sdministration. For this purpose no additional staff is planned to be rec‘:uit‘;dr
ather volunteers fromthe existing cIass’C’and'D’categories shall be screenedl

Charges
For DLW staff and officers, the charges shall be deducted from the salary at

a flat rate of Rs 500/- per month. For external members the fee shall be Rs
2000/- per month.

Timings
On Saturday and Sunday the gymnasium is proposed to remain open from
7:30 hrs to 17:30 hrs. On working days the timings need to be decided in
consultation with the staff council and the officers’ association. However
a timing of 6:30 to 8:30 in the morning and 16:00 to 19:00 in the evening

appears to be convenient.

- \ Page 9
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Methodology |
For civil construction works, it is first propqsed to draw pr the detailed 'aYQUts in
association with DLW's civil engineering wing. The spegﬁcanons of the bU'ldings

| supplier assessment of repyteq

also need to be firmed up. Thereafter, pOteﬂ‘tia .
civil contractors will be done after floating limited tenders. Electrical works shal| pe

clubbed with the civil works. )
For purchase of the equipment, it is intended to buy these on §lngle tender basjs
from Gold’s Gym who are the leading manufacturers of gymnasium equipment,

Organization of work elements and time schedule

Given below in Table 1 is the list of activities and the ex
The detailed Gantt chart shall be worked out after the approval of the proposal,

pected durations for each

The expected completion time after paralleling of activities has been worked oyt
to be about six months from the date of commencement of work.
TABLE 1: List of Activities and Expected Durations
ACTIVITY DURATION
Getting approval for the technical proposal 10 days
Discussion with staff council & officers’ association 5 days
Nomination of core group 3 days
ACTIVITY DURATION
Briefing of the core group 5 days
Budget approval 15 days
Forming of specification for civil work 10 days
Forming of specification for equipment 10 days
Freezing criteria for co-ordinator selection 5 days
Civil contractor survey 15 days
Discussions with Gold’s Gym regarding equipment 10 days
Calling of volunteers from staff 10 days
Tender for civil works 30 days
Single tender for equipment 25 days
Selection of coordinator 30 days
Selection of other staff 25 days
Completion of civil works 90 days
Installation of equipment 90 days
Tie-ups for Yoga centre 30 days
Suggested plan of action for utilization j
Page 10
e
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Expected Expenditure and Earnings for the Gymnasium

SMno. _ Category of Expenditure Costin million
1 Civil Construction 25
2 Electrical Works 05 '
3 Equipment 30 'x\
4 Selection process 0.5 L
5 Core team expenses 0.5 "z
6 Travel expenses 0.5 \
7 Misc expenses 1.5 \
Recurring Expenses/Year 22
1 Salaries and wages 0.5
Maintenance 07
Contingencies 10
Page 11
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Expected Income/Year 20

1 DLW members 0.5
2 Non-DLWmembers 15

It is anticipated that with the setting up of systematic fitness facilities such
as a gymnasium, the overall health levels of the employees and their families
shall improve. This is supported by the fact that many leading organizations
in the world including Intel, IBM, GE, TATA, and others have successfully tried

and implemented this concept.
The Chairman is therefore reques
of a multifarious gymnasium at DLW.

ted to accord approval to the setting up

Page 12
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pizations or other companies.
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eXERCISES

1. The Technical Writing Department of Bell Educa-
tional Supplies and Technologies (BEST) needs
new computer equipment. Currently, the depart-
ment has outdated hardware, outdated word pro-
cessing software, an outdated printer, and limited
graphic capabilities.

Because of these problems, the company’s user
manuals, reports, and sales brochures are being
poorly reviewed by customers. Further, BEST has
no website for product advertisement and/or
company recognition. All these factors have led
to a decline in profits.

As Technical Writing Department Manager, you
have consulted with your five staff members to cor-
rect these problems. As a team, you have decided
that the company needs to purchase the following
new equipment:

* Six new personal computers
* Two laser printers

* Word processing software

* Graphics software

* Scanner

Draft a technical proposal to the CEO of BEST
company for the purchase and installation of the
€quipment. Invent all the necessary details.

- As a fresh graduate in engineering you have de-
Cided to establish a manufacturing unit in your
hometown. For this purpose, you have decided to
avail yourself of the liberalized loan facility under
the self—employment scheme. Therefore, you wish
1 submit an unsolicited technical proposal for
_the Manufacture of an item of your choice seek-
N9 loan from the State Industrial Development
Corporation (SIDC), Jaipur.

| -
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Technical proposals are written in formal and
persuasive language and include standard struc-
tural elements. An understanding of the purpose,
structure, characteristics, and style of technical pro-
posals will enable us to prepare winning proposals.

Now draft this proposal to be sent to the Direc-
tor, SIDC, Jaipur, inventing the necessary details.

3. Assume that as Project Development Officer you
have been asked by the National Institute of Com-
puter Education, Futura Building, 24/377 Peet-
ampura , New Delhi-110031, to set up a Commu-
nication Technology Centre at Pilani for training
professionals in the use of latest technological aids
for face-to-face and distance communication.

Inventing all the required details, write in prop-
er format this technical proposal which is to be
submitted to the Director of the Institute.

4. The Government of Orissa has invited proposals
from Non-Governmental Organizations (NGOs)
for setting up small-scale industries in the areas of
electrical goods, motor spare parts, oil-crushing
units, cotton textiles, wool manufacturing, etc,
for the rehabilitation of the flood-affected people
of the state.

Choose an industry of your choice and write a
technical proposal to be submitted to the Direc-
tor of Industries, Government of Orissa, assuming
yourself to be the Managing Director of a public
limited company. Invent the necessary details.

5. Excel Computer Manufacturing (ECM), a multination-
al company, wants to improve the existing parking fa-
cilities for the four-wheeler and two-wheeler vehicles
of its staff.

As the Personnel Manager, ECM, draft a proposal
to be sent to the Secretary, Board of Directors, of
your company for improving the parking facilities.
Your proposal should include the following issues:

Area availability, lighting, provision of stands
and roofs, arrangement of security, issue of iden-
tity cards, fixing the rent, etc.

izl
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6. The Government of India has recently |
a company to produce p

TECHNICAL COMMUNIC ATION

aunched
ersonal computers on a

large scale. As Finance Manager of this cumpar.\y
draft a proposal containing all the required details
like space, space-conditioning and dust-proofing,
hardware, peripherals, consumables (like disks,
tapes, ribbons, floppies, etc.), networking, power
supply, technical and other staff, ancillary support
systems, etc. This proposal is to be submitted to
the Secretary, Department of Company Affairs, for

approval.
7. Assume that your organization has been spend-

ing about Rs 500,000 per annum on getting its
various documents such as routine forms, bro-
chures, reports, proposals, manuals, etc., printed
by outside agencies. Now, the organization has
decided to have its own publishing unit to cater
to all the above printing needs. As the Office Man-
ager, draft a proposal for the creation of this unit
for the consideration of the Board of Directors of

your organization.
8. As the District Health Officer, Vidisha, Madhya

Pradesh, you have decided to
Rehabilitation-cum-Health-Care Centre

set up a
in the

district, especially for the benefit of the rural
population of about 200,000. The objective of the
rehabilitation programme is to help persons with
total or partial disability and to enable them to live
with human dignity. The health-care programme
mainly aims at carrying out immunization
programme effectively in addition to developing
awareness about the need for nutrition to fight
the menace of malnutrition and the related
diseases among children. The proposal is to be
submitted to the Director of Health Services,
Madhya Pradesh, Bhopal.

Draft this proposal.

9. The Government of Rajasthan has earmarked Rs
100 million for drought relief work, for the worst-
affected district of Jhunjhunu in May 2014. This
money has to be spent on the following:

Provision of work to labourers on afforestation,
road construction, digging wells, etc.
Distribution of seed, fertilizers, and fodder at
subsidized rates

Supply of drinking water

Supply of essential commodities through fair
price shops

10.

PN

= Free distribution of medicineg

= Supply of free lunch to schoo| children,

As Collector, Jhunjhunu, draft 3 Proposa|
sent to the Secretary, Home Department Goto be
ment of Rajasthan, Jaipur, containing th'e dV .
of how you propose to proceed with the eta'nls
work under the various categories mEnti;tEllef
above. Neg
The Northill University, Guwahati, Wishes tg
vise and revamp its curriculum in bu$ineSS Ao
the Research Associate in the Bureay of éuA‘S
ness Research, Shillong, you have heen asked ?.
study the data collected from business execyti, 0
and business leaders regarding the Stfengtﬁs
and weaknesses of the graduates’ knowledge Osf
business and business skills. The table given he.
low contains the tabulated responses of 1000 re.
spondents.

Respondents’Views on the Importance of Sub-
ject Areas in Business (in per cent):

As the Research Associate of this Bureau, d

Ratings e Very 3
X l: impor- Unimpor-

Courses an tant | tant
Accounting 88.2 11.8 0.0
Business 815 14.0 45
Policy
Business
Communica- |91.7 8.3 0.0
tion
Management |68.5 22.7, 8.8
Management
Information
System 59.8 328 7.4
Marketing 80.7 193 0.0
Organizational
Behaviour 62.0 33.7 43
Personnel
Management |11.8 37.7 505 |
Strategic
Planning 39.6 51.7 8.7

raft

a technical proposal to be sent to the Registr@"
Northill University, Guwahati. Invent the necessa”y

details and use the statistics given in the table

el
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