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Agenda

= 09:00 - 10:30 — Training
= 10:30 — 10:45 — Break
* 10:45-12:00 — Training
= 12:00 - 13:00 — Lunch
= 13:00 - 15:00 — Training
= 15:00 - 15:15 — Break
= 15:15-17:00 — Training

» Please, give yourself the benefit of focus and limit the use of cellphones
and emails to breaks
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Understand the proposal editor’s role and key
attributes

Understand compliance

Assess materials and estimate resources required
to edit sections

Optimize editing time and workflow in a team of

editors to save resources

Use electronic editing tools and professional hard
copy markings

Avoid typical editing traps and master editing
techniques to ensure perfectly-clean copy

Edit content for clarity, compliance, customer
language, accuracy, and persuasiveness
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Edit content while preserving the author’s
meaning

Add more substance to every proposal you edit
Reduce page count without sacrificing content
Adhere to the requirements of the Plain English
Act

Automate proposal editing to increase efficiency
Edit resumes and past performance for length and
add compelling, relevant language

Catch showstopper mistakes

Improve readability while satisfying technical
evaluators

Effectively track workflow
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How to Maximize the Learning
Process

* How adults learn:
* Understand WHY things work a certain way

* Participate in exercises

* Ask questions
* Relate the material to your own experience

* Take notes
» Bring up topics of interest to your job

* Move around during exercises
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Please share:

* Your name and position
ax Your years of experience in the
industry and as a writer/editor

* An interesting fact about your life
or career

- What you are looking to get
out of this training
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What it takes to be a
stellar proposal editor

Module 1
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The Editor’s Role in the Proposal O
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By the time you get there, most of the content work has already been done; your job is
to polish the proposal.

Read Prepare for Conduct Kick-Off Develop Work Prepare Conduct Prepare #Prepare Conduct Prepare Read-Out-§, Print, Check, Implement Post- Update Lessons
R.FP Kickl—Off . Packlages Dralftl Pinleeam Draft 2 Draftn Red Team FinaIIDraft Lqud Deljver Delivery Win Strategy Lelarned

-A<>A AA AAA A AAAN

«Annotated Outline *Red Team g Award

*Assignments Recovery ' E '

*Work Packages Decision !

«Compliance Checklist to proceed ' | '

«Style Guide i .: i

«Background Materials :

«Briefing ' i !
Makel Bid- Brainstorm & In-Process |n-Prloc DTP, DTP, @onduct Collect Orals, Attend

No-Bid Research Review(s) Review(s) N\, Edit Edit old Team Lessons BAFO, Debrief
Decision Learned Q&A
Integration Planning Writing Polishing  Production Post-Proposal
Phase Phase Phase Phase Phase Phase
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Attributes of a Great Proposal @ perY
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Great proposal editors are not born; they are made from a variety of attributes and
skills specific to this field.

Familiar with the rules of proposal compliance
Knowledgeable of the proposal process
Able to work quickly against tight deadlines

Dives into the content enough to pick up bad proposal language and even stale boilerplate
leftovers

Has a thorough understanding of spelling, grammar, and mechanics of the proposal layout
Pays meticulous attention to detail

Understands how to preserve the meaning of a sentence or paragraph while changing the
wording/structure

Communicates feedback diplomatically
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These five elements of editing are necessary for the highest-quality documents:

= Consistency — Using the same style for every occurrence

= Clarity — Making the meaning of a passage apparent through
organization and simplicity of language, for ease of evaluation

= Compliance — Checking carefully to ensure that every necessary Winning
part of the document is present and fully addressed Bocumert

= Conciseness — Ensuring brevity to maximize information provided
when the page count is tight

= Correctness — Verifying the accuracy of all facts and claims to
avoid legal and performance troubles down the line

Conciseness Compliance
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Don’t Be a Schoolmarm
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Learn how to give constructive feedback, be diplomatic, and foster teamwork .

= Everyone knows the stereotype of the mean, judgmental editor who disparages
and chides others for their mistakes; don’t be that person! The authors who
came before you put in a lot of hard work to get the proposal off the ground.

= Treat your fellow team members like adults, and couch your feedback
accordingly.

* Make sure your comments are polite, with no sneering language or making
fun of others.

* Don’t assume that something is wrong just because it doesn’t make sense
to you; ask for clarification, and give others a chance to discover their

mistakes themselves.

* |If an author is consistently incorrect about something, keep an eye out for
it in your own work and don’t point it out or bring it up.

* Air your concerns calmly and rationally, without singling out individuals, in
team meetings.

PROPOSAL EDITING WORKSHOP| 10
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What Would You Change About
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Although you may be absolutely correct and your work may be completely on point,
that doesn’t mean that you should forget about diplomacy.

(NDI) technologies. We continuously strive to build strong, long term relationships based on 1
‘ mutual trust, respect. and commitment.

Our goal is to expand our knowledge of Engineering, Logistics and Program Management
through continuous training and partnering with Government agencies and industry partners that
share similar strengths. We aim to have a healthy, successful company that is a leader in

customer service and achieves a loyal customer followingJ __..--| Comment [h3]: Delete this self-centered
"""""""""""""""""""""""""""""""""""" paragraph. I don't believe they care what we strive

for and what’s in 1t for us.
Our well-well-defined Task Order Management and active-Quality Assurance processes allow Tt also makes us sound like we are not that

: : . . R e competent or trustworthy. You are being brought in
ACME to c':ontlnuou_sly improve supportto our customers while developing; lewlow-risk, best- as an expert. so you shouldn’t talk about expanding
value solutions; on time and within budget. your knowledge in this contest.
Are you not healthy and successful already?
| Do they care about other customers?

ACME provides a full range of enterprise logistics service solutions (Life Cycle Management

PROPOSAL EDITING WORKSHOP| 11 COPYRIGHT © 2019
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Proposal Editors’ Impact on Proposal @ PN
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How can an editor have the greatest impact on proposal quality?

* An error doesn’t invalidate a quality approach

and competitive pricing...or does it?

Even if the evaluation criteria don’t specifically
include grammar and spelling, a proposal is not a
proposal until an editor has been through it.

Half of the evaluators won’t notice the mistakes, but
the other half will equate errors (consciously or
unconsciously) to:

Stupidity and lack of education

Indication of performance problems down the road
Negligence and lack of attention to detail

Lack of professionalism

In some cases, a proposal editor may be the most important person on the proposal and responsible for rescuing the bid.

PROPOSAL EDITING WORKSHOP| 12 COPYRIGHT © 2019
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Setting up for Success

Module 2
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Editor’s Tool #1: The Style Guide
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Consistency is the name of the game in editing; it becomes challenging in a proposal

document with multiple authors and sources of information.

Style guide prescribes the ‘styles’ or standard format for the presentation of information

* Removes the guesswork from deciding which form of the word we should use (ex. “use” vs.
“utilize”); it’s a no-brainer once the decision is made.

* Not to be confused with a style sheet, which would impact the look and feel of your proposal.

Prescribes usage, punctuation, and formatting rules to help ensure consistency among
authors and editors throughout the proposal document

May even be used to convey brand and consistency across proposals
Establishes conventions for a specific proposal

When provided to the proposal team:
* Makes an editor’s life easier
* Enables an editor to focus on content rather than the minutiae

PROPOSAL EDITING WORKSHOP| 14

Some of the Questions a Style
Guide Answers:

@uld ‘Website’ be written with a\

capital ‘W’ and as all one word rather
than as ‘web site’, ‘Web site’ or even
‘website’?

What is the correct way to write it—
‘Governmentwide’ or ‘Government-
wide’?

Do we use an Oxford comma? (e.g.
This, that, and the other thing.)

Should it be Team Acme or the Acme

Team—and should the word “Team”

\b\ecapitalized or not? /

COPYRIGHT © 2019
WWW.OSTGLOBALSOLUTIONS.COM




Working with GPO, Chicago, and )
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U.S. Government Printing Office

uuuuuuuuuuuuuu

Style

M Chicago

&n officlal gulde to the form and style of Federal Government printing

2008

Understanding the importance of correct and
consistent style is your first task .

« Some common style guides are available online:

e GPO: www.gpo.gov/fdsys/pkg/GPO-STYLEMANUAL- R ARG
2008/pdf/GPO-STYLEMANUAL-2008.pdf

The Esmential Guide for
Writers, Edibora, amd Publishers

* Chicago: www.chicagomanualofstyle.org/16/contents.html

* Gary B. Larson’s Editorial Style Manual (for small businesses who
don’t use a particular style guide):
http://garbl.home.comcast.net/~garbl/stylemanual

* The Shipley style guide is the most directly-applicable to proposals, but
it is no longer in print; most shops use Chicago instead.

« Often, style guides contain much more information than you actually
need, so it’s best to compile key information into your own style guide.

COPYRIGHT © 2019
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Creating a Proposal-Specific Style
Guide for the Team
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In a large proposal with multiple writers and even multiple editors, creating a
proposal-specific style guide is an invaluable step to save precious time in final
proposal phases.

« Therule is keep it brief; your style guide should be no longer than 5 pages.
* Introduce team members’ names, conventions, the customer’s name, key quantities, etc.
* Add important information to remember regarding:
*  Punctuation
* Word Usage
* Formatting
* Grammar
* Style
* Ensure that key terms and acronyms from the customer are included.
*  Note that sometimes usage that is not acceptable in a newspaper is acceptable in proposals, such as:
* ‘And/or’; ‘to include’; ‘over’ instead of ‘more than’; ‘less’ instead of ‘fewer’
* ‘Acceptable’, of course, doesn’t mean it’s good English

PROPOSAL EDITING WORKSHOP| 16

Style Guide for Proposal
Tamplats by QST Glohsl Solutions Ing
This template can be adapred for any proposal and hawded our to the writers at the
proposal Kck-gff mesting or when section drafting stavis.

Naming Conventions

1. The Customer's nama is

2. Project nams iz .

3. Ths way wa rafar to oursalves 2 an offeror is )
first timsin the proposal, but then {acronym or short version)

4. The way we r=for to the companiss our Tesm is:

= Long {first timauss), zhort verzion
{all subsaguent wsas)
= Long {first timauss), shodt verzion
{all subsaguent wsas)

5. Whan we talkshout our entiss Team (the prime and suboontractors for this
proposal), the word “Taam™ iz capitalized. When we talk shout teams other than
the proposad tesm 2. g. enginesring tasm of suboontractor tasm the wood “tesm™
starts with the lower cass lstter.

€. Othar conventions {acronyms, propar namss, thaway we should rafer to aspacific
pisce, ate):

Common Numbers to Use in the Proposal:
=  Number of employeas:
= Nomber of vears of sxperisnes at the agsnoy:

General Writing Tips
1. Nouns and verbe are your best friends, Timit adjective and adwverb usa, The main
culprits are “mally,” “very,” and “world class.™
2. Eliminats unns words. Don't sy “storags facilities that ars capabls of
! facilities that can provida.. ™
...iz demonstrated by our maintenance
tachnici tachnicians hava demonstrated that,. ™
4. It iz parfactly OF to zay “we” and “our” in the propozal — it makss it perzonal,
and shows commitmant.

GrammarPuncation

1. Capitalizs tha job title only of a spacific peson.
E.g. Mary Smith is our Contracts Manager.

1

COPYRIGHT © 2019
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Exercise
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Case Study #1 — Proposal Editing Workshop

Team members:

Customize the style guide template to build a sample style guide )

» Think about what elements you need to specify to
your editors to ensure consistency. et

USACASCOM, Materizl Systems Directorste
Performance Work Statement for
‘Operaticnal Energy Support

+ Determine: What word usage and conventions stand A e
out, and need to be used the same way in the e
proposal?

1.1. Description of Services/Introduction: The contractar shall pravide all persannel, 2quipment.
supgli ilities, transpartation, tools, materisls, supsrision, and other ftems and nan-persanal

« What style guide should you follow with this
customer?

Systzm (ICID5]
ulation 71-20, and AR5~

13. Objective: Tz provide the Unitad States Army Combined Arms Suppart Command {USACASCOM],
Mate izl Systems Directarate {MSD] with cantractar suppart t= develop Dperational Energy |{OF)

 Decide what to keep and what to leave out. o i

Power and enersy are bacoming increasingly significant to 2l Army war fighting functions. Since anangy
crasses all war fighting functians, An n Cemter |ARCIC) designated
ffective 1 JUL 11, to work

t2 manags power and snermy:

» Customize the style guide to the extent possible with
the available information.

PROPOSAL EDITING WORKSHOP| 17 COPYRIGHT © 2019
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Compliance is more than just responding to every shall statement from the RFP in a
Word document and hoping for the best; you have to see the proposal through the
customer’s eyes.

- Compliance must be part of the editor’s repertoire, as s/he may be the most
detail-oriented and observant person on the team.

< An editor double-checks the proposal manager’s work on compliance.

Proposal
* The first sect.io_n to look at is the preparation instructions, sometimes called manager and/or
Section L; this is where you get your top-level structure. reviewers re-
. . e o infuse
- The evaluation factors, or Section M, may serve as the clarification for the .
. . . .. compliance
preparation instructions or even dictate the order of sections in select cases.

- The statement of work is the last piece of the puzzle. It can come in the form of a

PWS, SOW, SOO, or tasks; it tells you what the work is. Editor double-

checks
* The statement of work maps to the preparation instructions.

compliance word
usage & points
out mistakes

« Although you don’t outline the proposal, you do need to make sure that
everything that needs to be in each section is there.

PROPOSAL EDITING WORKSHOP| 18 COPYRIGHT © 2019
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How Proposal Managers Build a
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Although this course is
not fOCused On proposal = open a SpreadSheet in Excel or a Word L M C Other |Section #|Section Title Page Limit ::::tial Responsible [Status
management and Document. L:311(1) C:v:ShI::tpmg 1 10 Jones
outlining, you have to = Begin by listing any volumes called for in the auiy stronmiomcme | 1 s e
understand the basics of instructions. Srea e
. : T s s g
outlining mechanics, as = Add in headers for top-level sections, such as e BusinessPriong Quesiomare ]
this structure impacts the Technical Approach or Management ey -
M.3 (a)

your work.

PROPOSAL EDITING WORKSHOP| 19

Approach.

Create headers under each top-level section to
flesh out the preparation instructions.

L.3.1.6

Pricing Tables from Attachment (1)

L.3.17

Price Support Information (Information Other
Than Cost or Pricing Data)

L3.2(a)

Table of Contents

L3.2.1

Executive Summary

L3.2.2

M.2 (a)

Technical Approach

140)45

L3.2.2(3)

M.2.1
(1)

2.1

Demonstrated Ability to Cover All Work

Weave in the evaluation factors; decide if they should go in as separate headers, or if they should be

addressed inside a section.

Determine how the preparation instructions and statement of work fit together; does the statement
of work get addressed entirely in one section or in different sections throughout?

Understand where your section fits in the proposal, before you dive into the text.

COPYRIGHT © 2019
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What Compliance Looks Like in

Text
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Compliant text will use
the same words as the
customer, without
regurgitating them
verbatim; it is a way
of really answering
the mail and making it
easy for the
evaluators to find
where you have done
so.

RFP Requirements
Language:

1.3 Monitor and evaluate

database and software
problems to determine
cause. Coordinate

problem identifications

and resolutions with

personnel as identified in

the Task Orders.

PROPOSAL EDITING WORKSHOP| 20
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Section Text with Compliance Words

TTC will provide single, coordinated cradle-to-grave
stewardship for database and software incidents and
problems experienced in the NEC-R environment. Our
support is ISO 9000-accredited and based on ITIL best
practices. We will serve as receiver and provider of
incidents through the BMC Remedy 8.0 problem
management system. Our focus on problem
management will address the problem at its core, and
success will be defined as minimizing the adverse
effect on NEC-R’s customers while proactively
preventing future occurrernces.

We will quickly identify database and software
problems arising within the NEC-R database
environment. We will discover these incidents using
daily monitoring tools and track them within the BMC
Remedy problem management system. Remedy is
integrated with NEC-R. enterprise framework, enabling
fast evaluation, investigation, diagnosis, and Root
Cause Analysis (RCA) of all incidents. Integration with
Remedy will facilitate recording, assessment,
resolution, and error closure.

Mr. Doe, together with his government counterpart as
1dent1fied in the Task Orders w111 mutually deﬁne the

COPYRIGHT © 2019
WWW.OSTGLOBALSOLUTIONS.COM



B&P

ACADEMY

@

OST GLOBAL SOLUTIONS

Estimating your Effort and Time
Module 3
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An Editor’s Challenge
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The way you scope and start the assignment will often determine its outcome.

Estimating the depth of the effort:

* Just how bad is the material?
* How many passes will it take?
* How much rewriting does it require?

Determining how much time the effort will take

Prioritizing and triaging when the deadlines are
extreme

Structuring the effort correctly so that you can
accomplish the work with a team of editors

PROPOSAL EDITING WORKSHOP| 22
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Sizing the Effort @ ()
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Ability to judge the depth of the work required stems from experience knowing what is
good (and what’s bad) in proposal writing; it can be learned.

- When you first receive the document, skim it to assess quality, structure,
language, spelling, grammar, and aesthetics.

* Does it appear the author thought through the material, or is it
gobbledygook? Is the writing comprehensible?

+ Do a quick compliance check to see if the text is responsive to the
customer’s requirements.

* Look to see if you recognize the wording in the headers from the RFP, or
if the customer has invented their own wording.

« Skim the text to look for well-balanced paragraphs.
« See if the text reads like boilerplate content.

« Assess whether the document is written evenly—do some sections look
complete while others do not? Are there any holes?

PROPOSAL EDITING WORKSHOP| 23 COPYRIGHT © 2019
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Assessing Material for Content,
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Use these slides as a checklist of what to pay attention to when assessing proposal
quality.

Scan the text to see how dense it is and run a readability check.
Determine if a proposal has a multiple personality disorder from numerous contributors.
Look for benefits language and note if it is lacking.

Check if the document is over the page count. (Check against the RFP or ask the proposal
manager.)

Check graphics to make sure they are true to size and referenced in the text.

Check if the spelling and grammar look OK on a quick pass or if you spot numerous issues right
away.

Glance over the pages looking for irregularities in the margins or obvious variations in font size,
large blocks of empty white space on the pages, misaligned graphics, missing action captions,
and so on.

PROPOSAL EDITING WORKSHOP| 24 COPYRIGHT © 2019
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Levels of Editing @ é@f}%
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Editing assignments have to specify the level of editing required—i.e. the depth you
need to go to before you get the proposal document in shape.

+ Your assessment and/or proposal manager’s requirements determine the
depth (or level) of the editing effort.

* Note whether the document requires more than one level of editing. Does it
just need polishing and clarification, or are there serious structural
problems?

* What is the deadline, and can you fit in the level of editing that the
document requires?

* |f there are too many issues, you may need to bring in another editor
to assist you.

L . . Rewriting and
* |f thisis not possible, then consider:

Copyediting Restructuring
* How to build a workflow of multiple editing passes for yourself and : In-Depth
Proofreading Editing
* How to triage, addressing the most egregious problems first Moderate
Editing
PROPOSAL EDITING WORKSHOP| 25 COPYRIGHT © 2019
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Rewriting and Restructuring
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Technical writing skills are required to rewrite and restructure, drawing on an
understanding of technical subjects and the ability to work with SMEs. \

Rewriting/restructuring is the
most time- and effort-

* The SMEs writing sections are non-native English speakers or simply terrible writers intensive editing type; a
typical editor can produce 8
to 10 pages a day or even less

* The outline is non-compliant or terribly put together if the text requires complete
rework.

* Necessary if proposal is in extremely rough shape

* Writers added unaltered boilerplate content from old proposals

* Activities in this type of editing may include:

* Rewriting confusing and disorganized text

* Reorganizing sections and moving the paragraphs around 1 page per
hour or 500
* Adding section summaries, benefits, and proof language words per
e Restructuring tables and revising or reorienting graphics hour
* Improving quality and tone
PROPOSAL EDITING WORKSHOP| 26 COPYRIGHT © 2019

WWW.OSTGLOBALSOLUTIONS.COM



In-depth Editing
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Content being “there” means it is customer-ready; the percentage-readiness / \

estimate comes with experience looking at finished proposals versus drafts. A typical editor can
produce between 10 to

* In-depth editing happens when the content is 16 pages a day of in-

about 70-80% there, the outline has been o
properly developed, and the authors working on depth editing
the proposal are actively contributing content.

* Typical in-depth editing activities include:

* Ensuring clarity of expression, completeness of 1.25-2
discussion, and logical development of ideas )
pages per
* Adding or making a detailed request to SMEs hour or
for needed material
625-1000
* Deleting unnecessary or redundant material words per
* Correcting awkward sentence structure and hour
eliminating ambiguities
PROPOSAL EDITING WORKSHOP| 27 COPYRIGHT © 2019
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Moderate Editing @ Q&:ﬁ’
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Moderate editing is the most typical type of editing / \
that happens on a proposal. Most editors can
roduce 24 to 32 pages
Moderate editing is the typical post-Red Team editing P Pag
level. per day of moderate
editing
* All content is present in the document
. — 3-4 pages
* An editor has done an initial pass on the document to h
polish up the most awkward, disorganized, or unclear PEr el s
prose 1500-2000
r
* Includes not just body text, but figures and tables as words pe
well (i hour r /

Activities include:

* Improving clarity and conciseness at a higher level

 Carefully checking graphics for content, correctness of
spelling and grammar, font size compliance, and
layout

PROPOSAL EDITING WORKSHOP| 28 COPYRIGHT © 2019
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Copy Editing and Proofreading @ 6250
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Copy editing requires the least amount of technical knowledge, but it calls for attention to detail and
flawless control of the English language.

* Copy editing is a lighter edit that emphasizes aesthetics and typo-free presentation An average editor
over content. can copy edit or
« Activities in copy editing include: proofread 40 to 64
pages a day
* Checking text and figures for accuracy of headings, figure citations, and document
references 5-8 pages
C ist f font si [ f tti [ d izati per 27 B
* Consistency of font size, spacing, formatting, sequencing, and organization
Y pacing 8, ¢4 8 & 2500-4000
* Correctness of grammar, spelling, punctuation, and sentence structure words per
* Proofreading involves: hour
* Checking the document against the redlines to ensure all changes were entered
correctly and that no new errors were introduced
* Marking any errors not caught during copy editing
* Ensuring document formatting is compliant
PROPOSAL EDITING WORKSHOP| 29 COPYRIGHT © 2019
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Estimating Time & Effort Required
for the Workload
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Do the math and be conservative, but not so conservative that your “customers” deem you slow or

turn you away,; remember that things often take longer than planned. ﬁstimating Tips:

* Deduct any standard sections, auto-generated TOC, scanned

documents, and other pages not requiring much editing. « Bottom-up estimate is
usually higher.

* Design your editing solution
to price—see what you can

* If you are faster than that, reduce the estimate. do with what the

“customer” has given you in

the time and budget they

have allotted to your wory

* Divide the number of pages left by the number of pages per hour
an average editor can edit.

* Figure in the number of passes, since you won’t catch all mistakes
on the first pass.

~

* The second pass should be at the lower level of depth and
higher speed

* Tip: Plan to switch fonts, do a hard copy pass, or read in
PDF and make live edits in Word.

* Plan to break away from a specific section for at least a few
hours after the first pass.

* Account for the fatigue factor negatively impacting speed if you go
over 10 hours per day.

PROPOSAL EDITING WORKSHOP| 30

Measure Your Speed: Calculate a rough time
estimate based on a word count and your
assessment of editing level; use one of the
benchmark ranges as a starting point.
Start editing, keeping track of the number of pages
you mill per hour or sitting.
Compare your measurements against the
benchmarks.
Discover through trial and error your personal
editing speed—i.e. the number of words your
brain can process in an hour or a day.
COPYRIGHT © 2019
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Optimizing Your Editing Time to Do More

With Less @ Q&P*‘*

OST GLOBAL SOLUTIONS %5 —&¥

The minimal proposal editing tasks are to ensure that the document addresses every RFP

. . . . ()
element; that the font, margins and formatting are compliant; and that there are no spelling or -/ ot eprme crcss
grammatica/ errOrS. How to Self-Edit Prior to Turning Sections to Editors

After completing your section, go through this checklist and edit your section beforeit
goes to the editor, as follows:

= Determine how much you can do to the document given the budgeted time. 1. CONTENT:

O Checkyour draft agamst the annotated outlme — are there any sections
missing? If so, put 2 placeholder to add these sections, or write them.
O Searchthe section for compliance with the RFP: did vou use the key words

. . . o . from the RFP requirement, and customer’s termmology? Did you address
= Focus on getting the document to the point of being completely compliant and grammatically o sndledenet o he equtenentpamgrh? L
correct before anything else, if short on time or resources. o st onsit

O Is your section consistantwith the overall approach and other parts of the
proposal?For example — are vou quoting the same number of employees as
other authors? Are the titles and names of those responsible for domg the
work correct? It s time that you check with the rest of the team.

. . . . . . O Is ﬂl_ere information ﬂgat is _sl:ill missing? Take acﬁo_n to zdd it in.
= Edit in any order, ideally from most in-depth to least intensive. 3 Revinw o oy econs adcheckyous section o mdny. Cl
O Make sure that you have included the win themes with benafits and proof.

. O Spell outall the zeronyms the firsttime you use them in the section.
e Use a checklist for speed.
1. LENGTH and STRUCTURE:
.. O Checkthe section length — are you within the page limit? If vou are over
° Automate ed Itl ng tasks: the page limit, cut what vou can without szcrificmg the quality ofthe

content. If you are within 10% of the required section length, do notworry
zbout shortening any further - simple editmg may cut the length naturally.

* Run readability checks and identify all passive voice " o Gy e sectontis o fow & b tov g oder

flow. Usually, the section has to flow i the following order:
= WHY (customer problem, challenge, or key risk factor behind the
fequitement)

. . . . . '\'\’l{._‘\T (whatis it that weproposeto do to respond to the
* Use Ctrl+F to find all instances of -ize, -ion, all forms of to be, etc. sequiemen)

= WHO (who exactlyis gomg to do this part of work, by name and
title)

* If you see a consistent mistake, run a global Find and Replace instead of manually :
correcting each instance.
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Determining Workflow When ®
Working in a Team OST GLOBAL SOLUTIONS 3.7 2

Splitting up a document between multiple editors is a recipe for trouble unless you know what you are domg and you are good at

coordinating others’ work.
= If you have a long document to edit, consider breaking it up into smaller documents for each person.

= Assign sections based on speed and time allotted.

= Agree on conventions of single voice:
* Consistent Verb Tense (Present, future, or both? When?)
* Adjectives (normally minimized)

* Proposal-specific terminology

¢ Grammatical conventions

* Tone and rhythm

= Assign one person to serve as an “air traffic controller”
* Version control is all-important
* Someone needs to check on the team to track progress

* Make sure all editors have the same style guide
= Have the desktop publisher re-integrate the pieces after the lead editor accepts or rejects the team’s changes
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Exercise

@® (v

o
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Estimating and planning editing time, and optimizing your work

1. Take a look at your handout

= Determine what levels of edits may
be required.

= Estimate how long it will take you to
edit a document of this size:

3 pages
e 1548 words

= What steps will you take to fix the
problems, and in what order?
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Casa Study 2 ﬁ/: /h

1. Tachnical Capahility Ovarview

Acms one of the larssst Afshan-owned transportsrs sgistersd with the Afshen Govemment's
Ministry of Teansport and Ministry of Commerca, has an sbundance of vehicles and drivers, a
proven ITV solution, a fully finctioning opsrations center, and [icensad Private Saourity
Subcontractors, sl of which ar= sagquired to fulfill the US Aun“smiasiemlmderthel\'mieml
Afsheniztan Trucking (WAT) contract. Even mor= imp , wa have the focizs;
LSm:lnxﬂ-expeum o’\-‘eﬂ].lcxpsbul\t\- sndm].lwopemze a\looesaﬂl]l in theharsh and

i today —to ansure that the US Amy's mizsions am
oumplemdsumasaﬂﬂl MssmaﬁﬂpsfuapsntmﬂnHestl\medanngmﬁxthe
Army, we look forward to suppodting you undsr the National Afshen Trscking IT contract.

Assefs: Acmes iz equipped with 2 largs flast of comparp~owned trocks and facilities thet snablss
w2 1o bid om Suitaz I I, and IT. “edal.werwgnqmdl v amd afficiantly by craating a2 zafe and
2aCUr2 COmVOY Snvi staffed witha ional tesm of fully trainad, licenaad and
expe:smaddnvaaand(:mw-'l‘eamlm me—ofthe—hneﬁmbedmxbaﬁemnpped
with fully monitogad ITV zatallitabased transpondars for tracking and fepodting convoy
fimction, sscurity, and recovery oparations. They are fully stocksd with appropriate squipment,
and dinesgs and lashing mateial to be professionslly installad, par US Amuy stamdards. All
loads are fully insurad in accordance with contract raquirements. We immeadiataly recover all
dizablad aquipment and loads, and r=pair of r=place dizablad aguipment in kesping with the
intent of the contract. Further, we ensurs that sll conveyance loadsd on disabled squipment iz
secured until recoverad,

Wa iali providing all oftha iva tachmical zarvicss raquirad to zhip our
customars’ ﬁaghtlea‘lseﬁﬂmﬂ and ralishly. All oursquipmsnt is serviced and maintsined on
aﬁmmmwwnmmmmmmmmmmmﬂn within our

Acma has i 1zast the mini numbarof assats for all catsgoriss for
Suites [ I, and II. All wehiclss, sssocistad squipment, and ssrvices provided ars safsly
oparsbla. Thesa vehicles are constantly maintsined and a2 inaccordsnce with tha contract
requirements, local laws, and all rslevant regulations to snswe that they can do what they are
built for 2afSly and successfully. Trained, qualifisd, and properly licenzad oparators a= ready to
zafsly transport loads with wtmost profassionslizm. Acms has both the sxperisnce and squipment
to immadiataly transport containers and flathads to apywhers in the Combinad Teint Oparations
Arsz-Afghanizstan (CT0A-4) = well 2= to and from Forwsrd Opsarsting Basss (FOBs) and
Diztribution Sitas.

ITV: Acmea has a filly oparational ITV system that we have succassfilly usad for missions
under tha Hest Nations Trucking contract. Since the USG GDMS manufacturer is Tapastry
Solutions, Inc., wa purchasad our transpondars from Tapestry who then intagratad them withtha
GDME. Wa alzo saceived a Latter of Commitmant from Tapestry that verifiss our transpondears’
compatibility with GDMS. As the raquirsmants for the ITV Sclution for NAT I are similarto
the raquitements for the Host Mations Contract, it s2sms: most reasonabls for Acms to continns
to opsrats with the installed svstem. This fact presents 3 significant benafit to the USG, in that
there will ba no concems that Acme will ba scrambling to achisve the milastonas of an
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Editing Mechanics

Module 4
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Developing a Systematic Approach to @ |
Electronic Editing - Gy

OST GLOBAL SOLUTIONS Y=

By having a plan and a full set of tools at your disposal, you can v R ‘

become a maverick of editing efficiency and accuracy. L Mawgs ] veew |WCH_ DeickRe _
f editing efficiency Y = 5t [ TEILY Y-

2

= Systematic electronic editing elements include:
1. Confusion avoidance

2. Ve rSion CO ntr0| prinCipleS Subject: Run your proposals from our facilities

MName,

3- A planned Workflow (correCt Work sequenCing) for you alone or you and a An couple of announcements today, and an option foryou to runyour proposals from our proposal
team space.

*  We are presenting our brand new public class: Busi Develop forProject
taking place on June 5-6, 2013 in Rockville or via webcast. This workshop is specifically for your

4, Mastering MS Word tools to make work faster and easier busy projo e ‘

recognize| Mailings ie T e
avercome = - =57y originak Show Markup = |- \%’ &} Previous j
il = tm B : A o 3

eview | View

. . . ‘technique.mw Delete Pre ot || ;ra:k |l;ER“iewm e - Accept Reject Compare | Elod
= Element One: Confusion avoidance — T A P
v oF IR F -] I 3 ' 4 - 5 - A 6 -

i

* Turn track changes on to ensure the “customer” or lead editor can see
your changes. ®

Subject: Run your praposals from our facilities

e IMPORTANT: Edit in the “Final” view to avoid missing spaces, “glued

together” words and other gaffes.

*  Weare presenting our brand new public class: -s#-besh :
o viting vou to take ad o m

D p for

* Turn off “Final” view when sending the document to others. orfec Persomnl, oA hoc oo ey B8 o 1 v st T

workshopis specifically for your busy project managers who have exposure to customers and

need help learning how to recognize new opportunities perfect for the company, and support

* Use comments function for questions to SMEs.
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Element Two: Version Control @ # B&P

Principles

OST GLOBAL SOLUTIONS %5 —&¥

Version control enables
multiple people to
simultaneously work on
a single project; poorly
executed, it is one of the
biggest reasons for
critical time (and
reputation) loss in the
final stretch of a
proposal schedule.

PROPOSAL EDITING WORKSHOP| 36

= When saving a file, put the editor’s name and a version number in the file name.
* Section_1 Technical _Approach_v3_OSTedit.docx
* Section_1 Technical Approach 091413 09:30 OST.docx

* Do not overwrite when saving someone else’s work; always save the emailed file with a
new name and time.

* Triple-check to ensure you are working on the right version and that you send and
receive the right versions.

= Save a new version every few pages to minimize potential damage.
* If the document gets corrupted or data is lost, revert to the previous version.
* |If you overwrite good stuff and make a mistake, you can easily restore information.
= Back up by emailing the document to yourself or uploading to collaboration workspace.
= Never assume; clarify who is working on which section, and state explicitly what section you are

editing. COPYRIGHT © 2019
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Element Three: Planned Workflow O

B&P

ACADEMY

OST GLOBAL SOLUTIONS
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Approve which
Proposal sections go to

Manager editing; approve
final edits

) Master
Production copy
Director
Review and
Manage version accept redlines T
control
! Integrate material ’?
Working editor :
Copy N
Sec 1 iy

Consolidate questions to
SMEs and obtain answers

Establish conventions, distribute
sections, manage progress

Working WCo:)king
Copy Secp ):;

Sec 2
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Element Four: Mastering MS Word Tools

to Make Work Faster and Easier

( /3 {

0 fiz &P 1}?’1

: W% AcaDEmY Y
S *

¢
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The only time not to use Track Changes while editing is if you are merging in a
large block of unedited text from another document. Turn off Track Changes
temporarily while pasting the text, then turn it back on to edit the new text.

= The Best Editor’s Friend in Microsoft Word: Track Changes

* Track Changes shows others exactly what modifications you made to a

document .

* |t keeps track of which author made which changes, allowing multiple people
to work on the same document without causing confusion.

* Before using Track Changes, make sure the document displays Track Changes

status in the status bar.

* Right click on the status bar at the bottom of the document, and select

“Track Changes” from the menu.

* This will allow you to check whether or not the document is tracking
changes at a glance and avoid doing a lot of work that can’t be easily

traced.

* To turn Track Changes on or off, hit Ctrl+Shift+E or use the Review tab.
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(W) LI

|
Home | Insert  Pagelayout  References Mailing Review  View  Developer
= 6 - - A A - L =L i=-%=- | EEE 4
E e Helvetica B 7 AW R EE 4s8bCeDdt | AaBbCel | AaBbCeD A
B3 cop
Paste - 3 @A IE=E===|1s -
St of Format Painter B 7 U ~ahe X, X S=== = & T disclosure TNormal |7 Rectangl.. 1
Clipboard 1 Font Paragraph
y 4
— =7
|| Formatted Page Number
Section
- V| Page Number 1083
) Vertical Page Pasition 19°
. Line Numper 3
. Column 1
: v | Word Count 17,977
o Number of Authors Editing
- elling and Grammar Check ~ Errors
; v | Langua
- V| signatures off
- V| Information Management Policy off
' T =fghan Trucking Il {
: < Track Chang off g g
- Caps Lock off
i Overtype Insert 3 R R002
i Selection Mog = =
E V| Maero Recording Not Recording
: v | Upload status »)
_ 7 — wroposal
V| view shorteuts
g o “9til 16, 2013
Zoom Slider L L
Fage:10f83 | Words: 1777 | <8 '
— 7 — s 7
= I EEENE EENE ZIE
@ &P [ L= ot 2 | :
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There is Much More to Tracking

Changes Effectively

5

Foary
) {%ACA&D%MY%
OST GLOBAL SOLUTIONS "v}%’ff

= While you are editing a document, either switch to Final view or turn off visibility for formatting

changes, insertions and deletions.

* This will help prevent spacing and line break problems, extra letters in words, etc.

= If reviewing edits in a document touched by multiple authors, view individual sets of edits one at a

time.
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Mailings Review View Add-Ins
@ tana e

Check these boxes to
make various types T
of changes visible

Loremipsum dolor sint amet, cons
vulputate nec. Etiam sit amet felis

‘;_II:] Final: Show Markup -

Acrobat

2 A & B

Accept Reject Compare Bloc Restrict
Comments - - = Authors - Editing
Tnk Changes Compare Protect
Insertions and Deletions 20000 Jooolooo@Eer AR

Formatting
Markup Area Highlight
Balloons 3

Beviewers 3

Highlight Updates

Use these check

boxes to select sets
setvtelms ie|_of edits from

=sem orc), temporvel Mgt authors

v | YAl Reviewers

convallis et tellus. Fusce mauris velit, viverra pulvinar interdum vel, tincidunt id nisi. Integerliberovelit,
dapibus sed vehicula a, sagittis imperdiet mauris. Phasellus dapibus auctor bibendum. Integerid diam ac

massa sollicitudin vulputate. !Jhasellus dapibus velit idjtortor interdum laoreet. Mauris mi odio,
pellentesque eget cursus porttitor, vulputate at nibh. Vestibulum ante ipsum primis in faucibus orci
luctus et ultrices posuere cubilia Curae; Maecenas interdum interdum diam, et malesuada elit viverra in.

interdum interdum diam.

Comment [ekk1]: Fusce quis erat ligula.

Suspendisse bibendum uma a lacus vulputate
viverra.

Proin condimentum neque sit amet nisi interdum condimentum. Aenean varius, tellus sit amet
consectetur adipiscing, nunc leo varius urna, fermentum interdum eros ante at quam. Maecenas
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Using Compare Documentsto Recover @ ,
Untracked Editing ® ()

OST GLOBAL SOLUTIONS v

View  AddIns  Acrobat

= Sometimes a collaborator works in a document without tracking

S i : . Hfam By oo i =
changes, making it almost impossible to tell what they did. e oo et | T D ot e 2
= An easy fix is to use the Compare Documents feature in Word. e e commeouenomars
= In the Review tab, select “Compare” from the Compare drop-down
menu.
f Compare Documents /
= Click the left folder icon and navigate to the original document. i [@eﬂdw
Label changes with Label changes with
= Click the right folder icon and navigate to the modified document.
.
= Under “Label changes with,” put the other person’s name. Corn s
. Moves ﬂ;aders and footers
* Hit OK. e
. . Cas.e changes Fields
= Word will create a new document showing you where the changes e e
are. e O Orem et
0 @ord level Revised documen_t
= Save it under a new version number. L © e doamen
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Tracking and Merging Changes by

Multiple Reviewers

OST GLOBAL SOLUTIONS %5 —&¥

On the Review ribbon, select Combine.
Click the left folder icon and navigate to your master document.

Click the right folder icon and navigate to the file containing the reviewer’s
edits.

If for some reason the reviewer’s name isn’t on his or her edits, add it in the
rightmost textbox for “Label unmarked changes with:”.

Show changes in the original document, then hit OK.

If you put the documents in the wrong order, you can use the middle arrows
to switch positions.

Additional success tips:

* |If you want to only merge certain kinds of changes, select which kinds
under Comparison settings.

* Combining changes from more than 3 reviewers can get chaotic;
reject/accept conflicting changes before adding more.
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ailings
EEEIER

elete Pre xt Track

View Add-Ins

ent - Changes ~ E Reviewing Pane ~

Acrobat

S Show Markup -

v, %
Accept Reject

B Restrict
hors = Editing

|

Comments Tracking Changes
1|R | I N I | 4 |
L T T T
4| Combine...
4| Combine revisions from multiple
authors into a single document.
3
Combine Documents / l Aﬁ

Original document

Label unmarked changes with:

Comparison settings
Insertions and deletions

Moves
Comments
Formatting
Case changes
White space

Show changes
Show changes at:
() Character level
@ word level

peTized document
iR
Label unmarked changes with:

Tables

Headers and footers
Footnotes and endnotes
Textboxes

Fields

Show changes in:

ﬁ | Original document
(") Revised document

@ Mew document
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Quickly Zoom In and Out for
Different Editing Levels

OST GLOBAL SOLUTIONS

5P,

ACADEMY
i*i

‘.

Focus on one level of editing at a time. If you get stuck in the weeds correcting grammar and

punctuation when there are structural or content issues, you will be wasting your time as well as the

customer’s and bringing your effICIency down.

o om o .0
‘5 [ % ‘X‘f E
mmmmmmm Proofing ‘7“"‘ Compe
L] ‘ < z &

T 0 3 ;
4. Subfactor 1C—Key Personnel

Proposal Preparation Instructions 12.c.2.c

4.1. Key Personnel Plan

Proposal Preparation Instructions 12.c.2.c.i, PWS 5.1

| The GMT Program Manager will provnde a smgle point of corporate contact for the contract CO

| and COR. The PM will be resp e that GMT performs its services on
time, within budget, and in accordance with established quality standards. He is responsible for
the overall efficient and effective supervision, administration, and operations of the
transportation missions. The PM’s Alternate will be the Operations Manager. The PM will work
with the Operations Manager to adjust and refine corporate Standard Operating Procedures
SOPs-SOP) for meeting the requirements of the task order. Together, the PM and Operations
Manager will monitor convoy movement, track communications and reporting and, through the
Operations Center Manager in Kabul, provide end-to-end in-transit visibility to the USG
throughout the duration of the mission |

GMT’s accountant will prepare financial documents and ensure that GMT meets all GAAP

standards as well as all relevant contract requi Our Fuel Mt will manage and
monitor all fuel and fuel movements relating to this contract. _andthe Alternate Fuel Manager
will support the Fuel Manager. The Alternate Fuel M: will alset ponsibleforfulfill all

of the Fuel Manager’s duties if the Fuel Manager is unavailable for whatever reason.

4.1.1. Program Manager

12.c.2.c.i, PWS 5.1.1

posal Prep

The PM that GMT has calantad far this cantrant i M: ‘hat lani Mr M.

heharha.

4| Final: Show Markup

EEe
Show v -
Track
| @ reveuing pane -

Tracking

TP 3 &5 N

Accept Reject Compare  lock  Restriet | Linked

Authors - Editing | Notes
Changes Compare Protect Oneote|

Page: 18 0183 | Woras:17.972 | <5 | 3 | |[Ee

Zoom in for detailed editing,
to focus on words and
punctuation.

PROPOSAL EDITING WORKSHOP| 42

E= wvo U ()

i

R e S SR R

4. Subfactor, IC—Key Personnel

41, ey Persomnel Plan

‘The GMT Program Manss: &
and COR. The PM will b= saspensibls forsnsueinsonsice
time, within budzst, end

the sverall sFficiont and = Foctive management, superr 4 ofte
The A ‘bathe Operations Manager. The PM vill work
with the Operation: Managerto (
SOP-SOP) | = Togsiher, e PAL
Muntpruil zand, hroughthe
mKabul, 4 use

o ughoutthe dusation of the mis sion.
T IT maste all GAAP

Qur Fusl Manager vill manage and
‘monitorall fuel and fuel movements relating tohis contract,_andth=-Altsrnate Fuel Manaser
will supporttha Fusl Manager. The Altemats Fusl Manager ol aleo e somponsivifortunl el
ofths Fusl Manazer Manazar

4.1 Program Manager

Froposal Preparaton Insoucions 12.¢ 261, PWS 511
‘The PAT wil ba svailabls 247 i person for any quaction issns o
The Opecaricnc L

METSESP: 2 d
sacations.
The PA that GMT has Forthis contract 2
roded it US, Arcy b o SERERAT Asa .- )
highly T Planning snd Develo pmm.mh. f\lllyxvmm il
the ofthe

GMT.
financial b terie]
0f GMTs clionts. M

e te ey omemeniats m Eagh :h, both oally snd in witing 3t hewas an Engish
Il

1040 PM
AR |

NN A

Zoom out when moving
sentences and taking in the

whole page (or more) at a

glance. COPYRIGHT © 2019
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Use MS Word Shortcuts for Greater
Efficiency

0) & B&P %
: W% AcaDEmY Y
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Ctrl+Shift+E Turn Track Changes on and off Ctrl+B Add bold formatting to text

Ctrl+Y or F4 can be really helpful when
applying formatting to a large number of

. . Alt+Ctrl+M Insert a comment Ctrl+l Add italic formatting to text

paragraphs or cells in a table. Simply

perform the action you want to repeat, Ctrl+Z Undo an action Ctrl+Space Remove all formatting from text

select the next object you want to act on, Ctrl+Y Re-do the most recent action Shift+F3 Change case

nd re-do th ion. :

and re-do the actio Ctrl+F Find a word or phrase Shift+F7 Look up synonyms
Ctrl+H Find and replace Ctrl+C Copy text

There are 247 keyboard Ctrl+Shift+Right, Select the word to the right or left of the Ctrl+X Cut text

) Ctrl+Shift+Left cursor

shortcuts in Word; these are
Ctrl+Shift+Down Select an entire paragraph Ctrl+V Paste text

some of the most useful: :
Ctrl+A Select all text in the document or text box Ctrl+Alt+V Paste special
Ctrl+Backspace, Delete the entire word before or after the Ctrl+Home, Move to the top of the first page or end of
Ctrl+Delete cursor Ctrl+End the last page of a document
Ctrl+Minus Insert an en dash (note: must use minus sign  Alt+X Find out the Unicode character code for a

on number pad for this to work) selected special character

Alt+Ctrl+Minus Insert an em dash Ctrl+[ or ] Decrease or increase font size

PROPOSAL EDITING WORKSHOP| 43

COPYRIGHT © 2019

WWW.OSTGLOBALSOLUTIONS.COM



Typical Editing Traps and How to

AVO'd Them OST GLOBAL SOLUTIONS ‘w3 &4

Lack of understanding of the subject matter and the RFP, leading to incorrect vocabulary usage

Not inquiring about the level of editing required

* Wrong level of edit may lead to budget overrun, missed deadlines and/or customer disappointment

Not planning the edits
* Not budgeting specific time for multiple passes
* Going too deep on one section and running out of time in another
Overlooking tables and graphics, and focusing on text only
Accepting all changes made by another editor without reviewing them
* Always go through edit-by-edit and accept or reject each change based on its own merit
* Don’t trust a fellow editor just because he or she normally does a good job

Not doing at least one read-through of the document in another format
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Proofreading Marks for Hardcopy

_Editing
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I MARGIN IN TEXT

ﬂwmm ar letter
o ‘PJ
deleted] delete and

]
close up apﬁ;ﬁ/

—~
close up sp ace
# imsris]:uua
@ E . 5 equalize spac;
n-afmﬁw
or lines equal

C# q Lbegin new paragraph or

continue last paragraph

1 [ J conter

@ [ fushleh

@ P T O,
Coovo e crkfrnsposs?

{2

don’t justify limes
—d
™1 maove lext g
L= downp oo op
VA. snpnﬂﬂﬁp\(ur sulrx::ri'lA

[reZ or H,0)

spmll oul [sn@as one hour)
don’t change;

O

change [ﬂlllhﬁlll“‘ﬂ] [15)
lowercase lettor [capital)

IN MARGIN IN TEXT
ST
[SMALL CAPITAL LETTERS)
change from lowercase to capital
[Capital) e
sat in_jlali or slanted type (italic)

snt ilypa {Roman)
set in boldface type (baldface)
B e =

wrong front or type style or size;
set iy‘pa [correct type)

inser comma
J
]

Al
O ML

&y ipsert double qupiation marks

% L} g:m Catbird Sedl

V insert single quotation mark or
apostrophe ltndn?.s nmewspaper)

insert hyphen [firstEloss)

_a{- insert en dash (324 credits)

[ insert em dash (required

Mm \wﬁtaﬂd—&lnnaa or clusters)
@ ? insert question mark
= insert equals sign (1412

TR e
Wb

Lesser-Knowh Edcfin
ard Frocfreading Mars

2z:2:Z delefe~no one cares

C A wixed metaphor; eh?

! insert 4-letter word
*@. T emphasis

remove perman
From \jaur'e Jexfca;.nﬂ J

OO too long
®@ oo silly

(N youwish
G pls revisit your polifics

\5 Pls cut the crap
h .
o g

@ pls don¢ eat Fringles

While you work
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Additional Editing Techniques to
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Always edit in the “Final” view instead of “Final: Show Markup”.
Convert the Word document to a PDF for the next pass.
Change the font to trick your eyes for the next pass. el

Start at the end of the document instead of the beginning.

MAT I Technical Volume Rough Draft 7-page numbering 1

Mext || Track |
Changes = E Reviewing Pane ~
Tracking hang

Read the text out loud or have the text read to you by someone else.
Project the text on-screen (especially if editing with someone else).

Edit on hardcopy, and then transfer edits to the electronic document. (Best for a final
draft when you are checking with a fine-toothed comb for errors.)

Read from hardcopy and edit on the computer screen simultaneously. (Best for when
you have to flip back and forth between sections of the document)

Let time pass between writing and editing, if you are self-editing.
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Exercise
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Comparing editing techniques

= Practice and compare two different
editing techniques.

= What were you able to notice on
the first and second passes?

= Notice the difference in the
resulting editing quality when you
make a second pass.
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1. DATABASE OPERATIONS AND MAINTENANCE [C-2.]

1.1 Monitor databaves daily to ensure that each database is performing efficien tly and is
available to NEC-R customers

Daily moenitoging the health of the U.S. Amy Signal Matwodk Entarprize Center — Fadstona

{IWEC-F.) databazs to emsurs that it
optimally iz gp, vitdlly important task. OUF | agy Don T70s desbume mdniniraor, b vy srcecive.
kighly gqualifisd datshazs administrater, Jim | mcensyng e comerpes. Fesam dme e aam
Doa, will have the datshasss monitorsd daily | Plan3 i acies fen.Fe fm be rsiumenil incevering
marycen 30 The Lme ) SE emee e DU e |1 CE
in order to guarantas that each datshase is | g cai o digert sndeammizsdresace @ peid
parforming sfficiently and is available to NEC- | #he team | weri Dihark TTCand jm Doe i o of Ha efiors,
F. customars. Underlying databasss critical to | 38RE6 =T Raswe”

supportad spphmnem, vm.h ba)aﬁu from —Jimmas jeGain NETOOM Erimnyice Sranch Chisf
affactiva d and
MAmEZemEnt.

Wa will achisve the approprists lavel: of availsbility and redundancy based on mission
ariticalmezz, We will aptly apply our zkills and Imowladzs to arzizt NEC-F. in raducing costs, of
in repurposing limited resousces, by sutomating soutine peocazzss throush progrsmming and
zoripting, and consolidating datsbass zsmears whils proactively manasing the associated rizks.
TTC has achisved similsr sipnificant savinzs on the [ptinm progrem for the ULS. Amy Narwed
Enterprizs Tachnolosy Command (WETCOM). Similady, we will aszizt NEC-F. in achisving
efficiency and avoiding costs in the administrstion, mamarsment, and masint=namcs of sristing
Oracls datshases, by adhering to Amy Best Business Practices (BEP), ITIL framewed:, spacific
Taquirements.

Effactiva and afficiant and ini: jon of datab and enswring that datshaza
enhancemant and dovalopment sre comsistent will be applisd. Thiz approach will provids a
unifiad POC for accass to all Orsclas instances throughout the Area of Fesponsibility (AOR), and
will minimize stafing sequirements through judicious emplovment of databass mapagmeant
tool:. Inone suoosss ftoqy, ouf tezmmats Acmes halped the Ft. Detrick NEC develop and host an
axtremaly high wvisibility datsbass and asssocisted Wb sitz tha the Office Of The Sureson
Genaral reoemtly deploved to enabls the reposting and tracking of PTED in retoming warzona
vatarane,

Toolz uﬂlbemedwmommﬂlewmlngm(ormjnﬂmdmmmheﬂth, analvzad the
mniloa‘lrlmngsgpmtthemhsae‘ antomatically ID's any izswes thet nesd attention. A

of dartz, p o2 dizgmostics, and monitoring of genersl datsbass stats and
weakload will ba wead.

COPYRIGHT © 2019

WWW.OSTGLOBALSOLUTIONS.COM



Substantive Editing
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Maximizing Clarity and Compliance @ /Bert

Wlth the OUtIine and RFP OST GLOBAL SOLUTIONS g:’»;éiff

= When an annotated outline or storyboards
were prepared, go section-by-section and
compare the requirements to the content.

= Highlight missing information, such as:
* Headings

* Key words/phrases
= Suggest ideas for each section.

= |dentify areas that may require additional SME
data calls or interviews.
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Reintroducing RFP and Customer
Language @ 620
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Speaking the customer’s language back to them improves comprehension and makes
them feel truly understood.

= Go through your copy of the
Statement of Work and highlight
any jargon or terms of art you
encounter.

= As you read through the proposal,
keep an eye out for places where
the offeror may have used the
wrong term, and replace it with a
more customer-specific one.

= Other places to find customer
language would be on the agency
website, in press releases, or in
any capture intelligence the
company has gathered.
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Identifying and Eliminating ')
Irreleva nt BOIIerplate OST GLOBAL SOLUTIONS ":“'v:*zi:')

= Some boilerplate content is OK, especially in a standard
plan, but most instances are just laziness on the author’s
part.

= Red flags that you have boilerplate on your hands:

* Wrong customer, offeror, or program name

* Generic wording—no specific “how” details or

proof
* The answer is “kind of” appropriate, but is not Boilerplate Example: Acme, Inc. is an innovative 8(a)
rea||y answering the mail company that strives to provide timely, cost-effective
construction services that meet and exceed our
e Customer |anguage is absent or wrong customers' e>'(pectations. We are a Ieac;ler in cqst-
effective environmental and construction services
L. worldwide. Innovative approaches in
= How to fixit? implementation, project management and
) o ) subcontract management have enabled Acme to lead
e Determine whether it is easier to start from scratch the market in price and performance. Acme has an
by interviewing the writer and rewriting the CCMEITITe o (e S SR
ti t | th terial of schedule and within budget. Superior project
section or to salvage the ma : management and commitment to our clients
L. continue to be Acme’s primary focus.
e Reach out to SMEs to get missing content.
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How to Avoid Distorting the
Author’s Meaning

*
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A small change in wording can completely distort the intended meaning of the writer;

develop an understanding of when this may happen.

PROPOSAL EDITING WORKSHOP| 52

Look at the broader context of the sentence (what
comes before and after the sentence).

Reread the sentence a few times; read it out loud
to attempt to understand the author’s intent.

If you are not sure whether the connotations of a
word or phrase are the same as the one you want
to replace, run it by an SME.

There may be nuances that are lost in your
corrections; preserve the author’s intent.

Sometimes it is hard to judge what the meaning is,
so it is hard to tell if your improvements are
changing or preserving the meaning.

* Avoid assumptions.

* Ifin doubt, ask the author for clarification.
You can often get them to tell you a better
way to say what they intended.

Example: Competencies related to diplomatic stance provide detail
around the individual’s ability to think about themselves cultural
context and managing their own attitudes towards culture that
support their ability to use cultural understanding to accomplish
mission-related objectives. The ability to adopt a diplomatic stance
assumes the general understanding that building strategic,
intercultural relationships can be a direct means to achieve mission
objectives and awareness of specific ways in which cultural
knowledge and skills can be used to develop and maintain such
relationships.
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Flagging Inconsistencies, Incomplete
Information, and Ambiguity @

Q y
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Ambiguity is common in natural language, while formal proposal language has to be unambiguous
by design.

Resolve whatever inconsistencies you can yourself, if you know the

correct answer. Tips on working with SMEs:

* Acronyms: Look for cases like the Department of Defense * Ifimpossible to figure out a meaning
acronym, which is now DOD rather than DoD. Here’s another on your own, use the Comment
good example: U.S. vs. US; if you see both intermittently, use Find function rather than highlighting. This
and Replace to make all references consistent. will make it easier for the author to

* Look for inconsistent rounding of quantities as well as find the areas that need work.
inconsistent quantities in general. « Specify what type of information is

« Also look for inconsistent term usage, punctuation, capitalization, required to resolve the issue by
and other such problems. asking a pointed question or by giving

an example.

Flag information gaps and ambiguity (i.e. more than one meaning). « Quote the RFP, if you can, to make

* Example: “Visiting customers can be difficult.” sure you are showing the author the
exact wording of the requirement.

Pose your questions to SMEs.
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Adding Benefits and Proof Language to
Improve Persuasion
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Benefit to

Customer

= A benefit is the “so what?” behind a proposed feature.

* If the author has written at length about a feature of the solution without directly tying it to what the government asked for in the solicitation,
see if you can add a sentence or two explaining the feature’s importance in the context of the RFP; otherwise, flag it.

= Proof is specific, quantifiable information that makes the company’s promises believable. Types of proof include answers to questions like:
* Where have you done it before successfully?

* How many dollars or days did you save?

Did you make any quantifiable improvements in quality or risk reduction?

What statistics can you cite to back up your claims?

Who was your customer, how many people did the project have, and for how many years did you do it?

= If you have access to any research materials through the company, you may be able to come up with some of this yourself. However, it is often best
to ask the SME or a senior executive, since they will know a lot of this information.
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Translating Technicalese to English @ 4o
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Technicalese is the vocabulary unique to a particular field or agency which, to an outsider, can look
totally incomprehensible.

= Many experts with extensive academic backgrounds also suffer from excessive
wordiness and passive voice.

= A certain amount of jargon is permissible in a proposal—especially words and

abbreviations that the customer uses and prefers themselves. =

* For example, using IAW (in accordance with) in a military proposal is perfectly SR OB AN,

acceptable, but it would come across as strange to a civilian agency.

= When translating technicalese to English, first reduce wordiness and passive voice and
clarify sentence structure to solve 60% of readability problems.

= Spelling out some acronyms an extra time may help.

= Clarify who does what to whom where, when, how, and why; if you cannot figure it
out, ask an SME for an explanation.

= Reduce jargon and replace it with more common English terms, but judiciously.
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Spotting and Correcting Factual
Inaccuracies that Could Kill Your Section

Rating OST GLOBAL SOLUTIONS

This is one of the trickiest, but most valuable, editing skills.

The most important thing is to carefully read the text as you edit it—not just let
the words hit your eyes without the meaning sinking in.

When in doubt, Google is your friend.

Being familiar with the basics of certain types of solutions common in government
contracting is useful. Examples:

* PMBOK

e CMMI

* Software Development Life Cycle
* ADDIE

* Deming Cycle

e Can you think of any others?

@
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Pinpointing Areas that Need Work
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= In a document where multiple authors have contributed, there will naturally be
some sections that are higher in quality than others.

= When skimming a document, red flags for areas that need work include:

Lack of substance and content holes
Extremely long paragraphs

Wrong words that jump out at you, like wrong agency name or wrong offeror
name

Amateurish, primitive graphics not conveying any meaning (see example to
right)

Bad formatting or a typeface that is different from the rest of the document

Large areas of white space caused by a graphic that is pulling down the text
around it

= Adding a comment to a block of text needing work is better than graying it out or
highlighting it, but none of those options is technically wrong.
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People

b

—

Tools Processes

Figure 6. Technical Approach. We deliver
technical approach based on three principles:
exceptional People, Tools, and Processes.
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Revising Figures and Tables
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In tables, use parallel structure.

Cut down wordiness in graphics; most graphic artists are poor spellers, so all

graphics are suspect.

The two most important things to look for when revising figures and tables are a

title/action caption and compliance with RFP typeface requirements.

* Many authors and editors commit the grave sin of manually resizing
graphics in the document. DON’T BE ONE OF THEM!

Manually resizing graphics smaller can make them non-compliant and
risk a disqualification for the offeror.

If a graphic needs to be smaller, make a note for the graphic designer
to resize the graphic themselves and specify what size it should be.

= It’s also a good idea to edit bullet points in tables and graphics so that there isn’t
a single word dangling on the last line and taking up unnecessary space.
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Exercise @ é;fif}

Put your skills to use. B

1.4 Database Administration

Wemﬂlm@@xle[mhsaes zalf-dissnostic sngins to diagnoss itz own patformance and
in2 how any bl can b2 resolved. To facilitste sutomatic performance
MFewmmummmmmamm“mlmmmmndMntm

| ] Ed.t th h nd t .n down o has other performance izsuss. Snapshots provids a statistically summary of the stats of
I e a Ou usl g the systam at any point in tima to dstsmine the major problsms in the svstem and in many casas

rcommands  solutions  and  quantifies | Examples of et Admniaraors Txke

. expactad banafits. = MorRonng paamense

proofreading marks. o st o et s s s |
spmmsndmtheopaxumgsysmﬁle' )
zystems will be rezulady checked Tracking | ;
how the fies space diminizhes over tima will  Chack srcnesdie ont coen smiors

be sccomplished, in order to schedule svants | o Creck svciesdes ugooresiors

for the addition of space o data purgs. o Fisirash datsbme (Tizving)

= Focus on substance and e 2 g e e s o 1 | P et
that ly on the datshasa sarver remain cnlina -?;x::ﬁmmm

content; how could it be e
the capability of using NatBackup Bara Mata) | * Dosorery Cacte Firfosioe 0%

= M rsiolog:
stre ngth ened? e B b o DesleTas | L T

amother hardwara platform with no data loss.

T biliti
gives the flexibility in desling with capacity naads. Monthly metrics
teports show the Govemment statistics on server load netwosk
tramzmizzion load, snd data storazs nzazs.

Thiz dlows 3@ to pedomm capacity planning for local umiqua
natwork urazs, aid in fiture capacity planning of fiturs nesds, and
detarmins  acquizition'rslssss of zarvers, storags devicss, and

= What other problems did you
find with this section? =

Acme cprently moniter servers for dats storage resources at ORG

E NOC, allowing increazs: to be completed om tha virmal ssrvers &
raquired. W2 can also change disk spacs om the fly, whils the
client/server and Wab applications remain online and available to
usar.
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Let’s go over today’s material:

= What are the key attributes of the
best proposal editors?

= What are the things you need to
know to build an editing workflow
and estimate time?

= What are the 4 editing levels?

= What are the red flags for
boilerplate?

= What is substantive editing?

= How do you maximize clarity and
compliance in a section?

= What isglour biggest take-away

from today’s class?
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Thank You for Attending! @ Q&ﬁ;
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Olessia Smotrova, CF. APMP, Fellow David Huff

President/CEO VP, BD and Operations

c: 240.246.5305 c:513.316.0993

0: 301.384.3350 0: 301.769.6602

e: otaylor@ostglobalsolutions.com e: dhuff@ostglobalsolutions.com

7361 Calhoun Place, Suite 560
Rockville, MD 20855

www.ostglobalsolutions.com
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