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(Sample Chapter)

8.0 Structuring: Developing the Structure of 3 Typical Documents
In this chapter, we shall consider three documents:
1) A technical proposal
2) A report of an accident on a construction site
3) A website for an engineering contracting company
In each case, we shall start with a general description of the assignment (a
proto-type scope statement). We will then work iteratively, top down,
breaking down the document hierarchically as when we progress through the
process and have better information. We will thus show each document as it is
being developed or built. The result of these simulations will be a fully detailed
outline of the documents in question.
A final section will present some workouts that can be completed on other
documents using the same approach we used with the three documents.

8.1 How to Structure a Proposal for the Supply of Equipment
This section will show how a technical writer can develop the structure of a
Technical Proposal. The steps shown below have been taken from a real
example (with the products changed). They comply with the activities
presented under Phase 7 in section 6.5 on the writing process.
8.1.1

The Assignment

You work for a company called ABC, a company which supplies installs and
maintains power equipment. ABC has to respond to a Request for Proposal
(RFP) to supply such equipment to an existing or a prospective client. The RFP
has been issued by a private company and not part of an open tender. This
means that the proposal will not be restricted to a preset structure as is usual
in open tenders. ABC’s proposal can be structured according to what ABC feels
gives it a better chance for getting awarded the contract.
The RFP did not specify much about the equipment but resorted to data sheets
presented by your company’s sales staff and discussed with them. The RFP
requested a few services that should be quoted for in the proposal.
The assignment is the following: prepare a proposal to supply such equipment
to the client including all financial charges, contractual considerations, delivery,
installation, operation and support and maintenance for one year.
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Since the proposal will be evaluated by the client and compared with other
proposals submitted by the competition, the proposal needs to include
information about the company: profile, team structure, similar projects
undertaken in the region, etc.
Before developing the first (high level) structure, it is assumed that you have
already conducted the first 4 phases described earlier in chapter 6.0 that
describes the writing process (or Phase 7 in the writing project):
1) Segment Multiple Readers
2) Identify the Information Providers and Collect the Information
3) Determine the Document’s Sequencing or Flow Modes
4) Develop the Structure of the Document
5) Develop the Content of the Document
6) Develop and Integrate Visual Aids
7) Review, Evaluate and Update the Document
8) Finalize or Create a Camera-ready Document
You will be now at step 5: content development.
8.1.2

The Structure: A First Cut

The questions to be asked are:
1) What does the client wish to see in the proposal? As found in the RFP, the
client wishes to have a response to the following:
a) Specifications of the proposed equipment
b) Proposed delivery schedule to include installation, testing, etc.
c) Proposed related services: warranty, maintenance, etc.
d) Financial proposal
2) What do we wish to include that is not requested by the client? Whether
the client requested it or not, ABC wishes to highlight its experience and
references in this field. It would give it an edge even though it is felt the client
is after a bottom line quotation.
Here the technical writer should add ABC’s client list and project references,
ABC’s profile, the team structure and profile.
3) Are there any specific requirements such as legal, contractual, etc.? Since
this is not part of a public tender, the client has not asked for standard bidding
requirements such as copies of the commercial register, the letter authorizing
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the writer of the proposal to quote, etc. There is no need to add any such
items.
4) What is the sequence mode of the report? In section 6.4 we presented a list
of different types of sequencing modes or flows a document can have. The
most suitable choice for a proposal is the item: statement of a problem and
followed by the proposed solution.
Any promised project should at least contain a description of three major
areas:
1) The scope of works: deliveries, related services, etc.
2) The budget or the quotation
3) The master schedule for the various proposed activities
Adding these to the above responses will result in a mind map for the general
structure of the proposal.
The following is the first cut at a broad structure:
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8.1.3

The Structure: A Second Cut

Much of the information to be presented would have already been part of
other proposals.
We now break down the global document into 5 sections or in the case of
lengthy proposals, 5 separate documents:
1) An executive summary to be written after the completion of the
proposal. The main reason for the summary is that we expect the senior
management of our client to have little time to read the detailed proposal.
Hence, an executive summary will give them the chance to assimilate the
key elements of the proposal.
2) The profile of ABC and its team
3) The proposed products and services
4) The proposed project: delivery, installation, implementation, training,
documentation, handover, warranty and maintenance. This should be
presented as an Action Plan with a diagram showing broad stages in the
project and related milestones.
5) The Financial Proposal
All of the items listed in the first cut can be integrated into the above main
divisions. The following mind map presents the second cut at two levels. (Refer
to the Images Folder to view a higher resolution image of the following mind
map).
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8.1.4

The Final Structure of the Proposal

By now, the structure of the overall proposal would be clear. It becomes a
matter of sharing the document with the team members to share, detail and
provide or develop the content.
The five sections or separate documents are outlined as follows:
The Executive Summary
1) Introduction to the Proposal
2) The Structure of the Proposal
3) The Work Completed towards Proposal Preparation
4) The Objectives and Expected Results
5) The Proposed Solution and Related Services
6) The Implementation Approach
7) The Financial Summary
8) The Terms of Payments
9) The Master Schedule
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ABC's Profile and Team
1) The Mission and Vision of ABC
2) ABC Today
3) The Background of ABC
4) ABC and Power Systems
5) ABC's Commitment to Quality
6) ABC and Quality Certification (ISO, etc.)
7) ABC's Customer Care and Call Center
8) ABC's Awards
9) Why Work with ABC?
10) The Scope of ABC's Solutions and Services
11) The Major Clients of ABC
12) The Offices of ABC
13) The Partnership Strategy of the Project
14) The Proposed Team Structure
15) The Profiles of Key Team Members
16) The Required Resources
17) The Logistics of the Team
The Proposed Products and Services
1) An Executive Summary
2) Key Terms, Definitions and Acronyms
3) Introducing the Proposed Project
3.1) The Background of the Project
3.2) The Objectives of the Client
3.3) The Work Completed towards Proposal Preparation
4) The Proposed Equipment
4.1) The Technical Solution
4.2) Special Features
4.3) Integration with existing Infrastructure / Equipment
5) Salient Features of the Proposed Solution
5.1) Lower Cost of Ownership
5.2) Safety, Environment and Reliability
5.3) Upgradeability
5.4) Reporting & Documentation
6) The Proposed Related Services
6.1) Training
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6.2) Documentation
6.3) Support and Maintenance
6.4) Installation
6.5) Enhancements and Upgrades
7) Alternatives and Options
8) Exclusions
9) The Assumptions of the Project
9.1) General Assumptions
9.2) Implementation Scope Assumptions
9.3) Deployment / roll out Assumptions
9.4) Technical Assumptions
9.5) Other Assumptions
10) The Constraints of the Project
10.1) Financial Constraints
10.2) Legal Constraints
10.3) Logistical Constraints
10.4) Human Resources Constraints
10.5) Schedule Constraints
11) The Quality Plans (QC and QA Activities)
11.1) Delivery and Acceptance Procedure (CCP)
11.2) Change Control Procedures (CCP)
12) The Communication Plans
13) The Action Plan and Project Schedule
14) Other Project Particulars
14.1) Project Risks
14.2) Volumes and Loads (Volumetrics)
15) Delivery and User Acceptance Testing (UAT)
The Project Implementation Approach
1) The Master Schedule
2) The Action Plan
2.1) Delivery
2.2) Installation
2.3) Delivery of Documentation
2.4) Operational Testing
2.5) Performance Testing
2.6) User Acceptance Testing
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2.7) Training
2.8) Handover
2.9) Launch of Warranty, Support and Maintenance
The Financial Proposal
1) The Broad Financial Summary
2) Equipment Pricing
3) Pricing of Related Services
4) Payment Terms
5) Proposal Validity
6) Arbitration
7) Other Terms and Conditions
Many of the above sections should be available as standard templates.

Page 69

8.2 How to Structure an Accident Report
The conclusion of the proposal in the previous section note the presence of a
large number of re-usable sections. This section works on an unusual
document. It is an accident report and will not have the benefit of using
previously standardized material.
8.2.1

The Assignment

Here are the parties involved in this accident:
CPMC is a construction project management company. Its mission is to
supervise construction projects on behalf of its clients. Such a service is offered
to companies that do not have the requisite expertise or capacity to manage
construction projects.
CAA (the Civil Aviation Authority) is a client of CPMC’s. The CAA outsources
companies to conduct extensions, repairs, maintenance and new construction
in 3 regional airports.
ARCC (the Airport Runway Construction Company) is a civil engineering
company specialized in building airport runways.
VRC (the Vehicles Rental Company) is specialized in leasing large vehicles to
construction companies.
AMC (the Airport Maintenance Company) is in charge of various works in the
airport. It is from this company that ABC has leased the forklift. The lease
includes drivers.
CIS (Construction Insurance Services) is specialized in providing cover for large
construction projects.
ALC (Airport Lighting Company) provides lighting equipment and installations
for streets, highways, runways and sports stadiums.
We are concerned with a project that CPMC is managing and whose aim is to
extend the east-west runway by 120 meters including the installation of the
related landing and lighting services provided by ALC. The project was awarded
to an airport runway construction company: ARCC.
During construction, the CAA halted all operations on the east-west runway to
allow ARCC to complete its work. The following equipment was brought onto
the site by ARCC: concrete mixers, bull dozers, forklifts, etc. However, at the
time the project was awarded, most of the trucks used to transport material
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and equipment owned by ARCC were deployed on other projects. ARCC had to
lease such trucks and drivers from a third party: VRC, a vehicle rental company.
It also had to use the forklifts from the airport maintenance company, AMC.
Finally, various aspects of this project were insured by an insurance company
specialized in construction: the Construction Insurance Services: CIS.
The resulting contract structure is the following:
a) The CAA contracted the project management company (CPMC), the
airport construction company (ARCC) and the insurance company (CIS).
b) ARCC, the airport construction company, sub-contracted the vehicle
rental company (VRC).
c) ARCC, the airport construction company, sub-contracted the airport
maintenance company (AMC) to use its forklifts.
The accident: the driver of one of the trucks leased from VRC was having lunch
and had left the truck on site. To clear the path for one of the forklifts of AMC,
one of AMC's drivers took it upon himself to start the truck and drive it a short
distance off the path of the forklift. A driving error led him to reverse instead
of drive forward. This resulted in the truck ramming into a large package
delivered by ALC containing powerful lamps. No human injury took place.
The assignment: being the manager of the project, CPMC was responsible to
write a fully detailed accident report. You were assigned this task and given
authority to contact all parties involved in the accident.
The purpose of the report: the report is to be sent by CPMC to the Civil
Aviation Authority to provide it with a full description of the accident and to
present recommendations on the actions to be taken: court cases, claims,
withdrawal of licenses, breakage of contracts, etc. A secondary purpose is to
present the findings of the report to the Insurance Company and press for
compensation.
Again, it is assumed that you have conducted the first 4 activities of Phase 7
and are now at the stage of structuring the document.
8.2.2

The Structure: A First Cut

The first cut is straightforward. It contains the following sections:
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8.2.3

The Final Structure of the Accident Report

The final cut is simply a matter of detailing the above sections. (The image
below was broken down into two as it had a large height). (Refer to the Images
Folder to view a higher resolution image of the following mind map).

Page 73

