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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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Rewriting and
Copyediting Restructuring
and

Proofreading

In-Depth
Editing
Moderate
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Moderate Editing

Module 6
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Cutting Text Length to Fit Within the Assigned @ o T
Page Limit Without Sacrificing Content @ oo
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Trim in waves; start with
quick fixes, and increase
the level of rewrite, as

needed.

PROPOSAL EDITING WORKSHOP| 5

Quick fixes (do these first):

* Reduce the font size to minimum allowed, reduce the amount of space between lines,
and cut the amount of space before and after paragraphs.

* Reorganize and resize tables. When allowed, use smaller/tighter font, like Arial 10.

* Have the graphics resized by the artist.

* Remove excessive modifiers and trim “fluffy” sentences and words.

* Remove breaks between paragraphs.

* Get rid of passive voice; use “we” instead of the company or team name repeatedly.

* Eliminate groups of nouns when one word will do; get rid of unnecessary instances of
“that”, “there is”, verbs disguised as nouns, etc.

* Use more acronyms.

Rewrite sentences; start with cutting all sentences that take up less than a full line at the
paragraph’s end.

Edit first to remove dead white space due to graphics.

Create focus boxes and tables that use a smaller font (when the RFP allows) to nest key
information.

Consolidate multiple repetitive sections into one.

Go back to the RFP or outline to see what is actually required in the section; remove
everything that neither answers the mail nor adds value.
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= Compare the
sections to
determine what
techniques
were used to
reduce page
count in half
and why they
worked.
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Cara Study 5 — Part 1 -
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4.1 Task 2.0 Training, Qutreach Awareness, and Media Implementation Support
Tasking (SOW 2.0)

Thea sactions below provide 2 complsts description of how our full-time tachmicsl support
parzonns]l will parform training, outreach awarenss:, and media implemantation support.

4.1.1 Awareness Strategy Development (SOW 2.1)

Through our Team's previous sxperisnce supporting 50PD, we understand that eritical
inffastructure protection plans sre uwssless without and of private
industry to parmer with the Govemment. It iz critical that &l staksholdars within private indestry
f=main cognizant of the ll-hazards rizk to our critical infrastrocters, 2= well a= what prodwcts
amd zarvicss ar= availibls to halp them mamass that sisk. Taam Acms has spacific axpertizs
supporting 30PD swarsnes: strategy development, to snswrs thet S0PD's indtistives, products,
and zarvices == high quality and targsted to most effectively reduce infrastructors rizk.
Essential to the snooess of Sector Cutreach and Programs Division's (50PDs) mission is
anzuring that staksholders remain vigilant and cognizant of the all-hezards rizk to our oritical
infrastructurs;, that thay undertand whers, how, and what products and services are gvailsbla to
halpthanmge that rizk, and that they remain activaly enzassd in infrastroctre parmerships
and information shering.

Team Acme's broad sxperisnce in building national-leval couplad with its
spacific experience and expertise supporting SOPD outreach and awareness initiatives, will
anzures thet SOPDYs outreach and swarsnes: initistives, products, and zervices ar= of the highest
quality and that they reach theright paopla high quality and acowratsly targstad tomest
affactivaly reduce infastrocture sisk. Our Team helpad build and support lasting relationships
betwesn the Office of Infrastructure Protection (IP) and corporate sxacutives and sanior
movemment officials across sactors and jurizdictions. Whether through the National
Infrastructure Advisory Council (NIAC), Critical Infrastrocturs Partnership Advisory Council
{CIPAC), Govemment and Sector Coordinating Councils {GCCs and SCCs), of coganizations
such as the Comporate Exacutive Board and major trads associations, we have hslpad IP ferther
its infrastructure mission. Wa helpad develop a Sector-Specific Agency (55A) Intemationsl
Engagsmant Stratagy, Sactor-Spacific Plans (35Ps), Sactor Annusl Faports (SAR:), and
mmarous bast practices documeants and markating materisls, incuding boochures, posters,
pockst guidss, and web-basad prodwcts.

Wa recognize that SOPD raquirss swsarensss stratesiss targstad to both the exsoutive and
tachnical levelsin private industry. Effocting lasting changas in behavior that raducs sisk to
«ritical infrastructurs, whether by enhancing protaction of improving resilisnce, rsquires
thorough wndertanding of behavior change and risk commumications groundsd in rassarch
sagarding stakaholdar behavions, bamiors, and perosptions.

Oner overarching awarsnsss stratszy will be to strengthen SOPD: product and 2srvics brand
through devaloping and testing s 10 incrasss ibility and clarity istemcy of
Forap ista SOPD products and services, we can devalop a zingls online
toolbon withan szsv tosscognize UFL toensbls relevant sudisnos: to sasily accsss campaisn
azzats. For spacific izsws arsas, we will devalop stratesiss for maszasing and crsative conospts
that blend oversrching brand strategy with strategiss intended for 2 given target andisnce. Wa
walidate stratesic conospts through one-on-oms intervisws, online or in-person focus groups, web
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4.1 Task 2.0 Training, Outreach Awareness, Media Implementation Support(SOW 2.0}

Awareness Strategy Detdopnul {SOW 2. l) ‘Dar Team Haz By

Through our Taam's pravious sxperisnce supporting 2 Buld 20 sugpa lasing relsiorarizs befuesn e
S0PD, wa kmow that critical infrastrocties OF, corp e
protection plan: ars usalass without the awarmass cicisls morom saciors & juriscicions

and engagemant of privats industry to partmer with * Furtnae 9 immsinucies missice Srough e
the Govemmeant. All stksholders within privats

industry must ramsin cognizant of the sll-harands (CPAC), Goverrment mnd Secior Cocrdinafing
gisk to our critical infrastrociurs, s wall as what Ciowrchy (G50 and 5008, and orgarizaions
products and servicas sre availsbla to help them 3uch & e Corponaie Exenuve Board and major
manags that risk. S0PD requite: swaranass )"‘*ms':;"

stratagiss targatad to both the mecotive and De\ﬂ:p\gf-‘!) mmm,’wlwml'

tachnical lavels in private industry, Effocting lasting “Qmm”ﬂmm

change: in behavior thet reduce rizk to critical mterisly inchuding brochures, posiens, pocket
infrastructiers, whether by enhancing protaction or g\dumdwab-bmdpmdn
resilisnce. equires thorough ding of

‘behavior change and rizsk commumications bazad onresearch in staksholder behaviors, barriars,
and peroaptions. Owr swarenass stratesy will strengthen SOPD's product snd sarvics brand
through developing and testing concspts to incresss memorshility and clarity/consistency of

For istz SOPD products and sarvices, we can develop a single online
toolbox with a recognizabls UFL to snshls relevant andisnces to sasily soosss campsisn sssats.
Forzpecific izzue arsas, we will davalop jsz for inz and craative itz that
blend oversrching brand strategy with strategiss intendad for a targst sndisnce. Wa validste
stratasic concapts throush one-on-one intarviews, online of in-perzon fooes groups, web surveys,
and pilot programs, depending on what iz most appropriate and cost-sffactive. We docoment
avidenoz-bared findings on meszazs sffsctivens:s, and highlizht bast practicss pertaining to
sactor-spacific, andienca'basad, geosrsphically, ortopically relevant cont=nt.
Findings Papers Development (SOW 2.2): Our rezeerch, reporting, and critical infrastrocturs
subjact mattar axpartiza provids S0PD with national, targstad, qualitarive, and quantitative
findings. Our r=ports helpad S0P g=ngs the sffactivensss of its programs, promots bast
practicas, zhars infoemation, and bettsr manass sll-harard: fisk Forsxampls, the Tesm assiztad
the KIAC in researching and writing saminal papers on inflastmctie ips, resilisnce,
rizk, and information shering. The findings wer= pivotsl to NIAC and DHS afforts to stand up
the Sactor Parmership Modal. We providad tezasrch reports on the rol= of 55As in building
razilisnce, the importsnce of parmerships to infrestrocters risk manassment, and nemerous
sactor-spacific izsuss. Figure 4-1 shows our finding: raport devalopment procass. Wa oan
conduct dats-gathering activitiss during the resesrch progess.

MTMMJWWDGWM rmhweﬂmibemembdeﬂ:pﬁdﬂg
pepers thed me wsed o hel MAC nd DHS siand up the Secior Berdnershis Mod=l

Thas= includs literste raviews and media snalysiz; roundtsbla discuessions with infrastrocurs
ownars and oparators, industy ewpents, academis of law enfosoement; confSremca: amd
OET Global Sdutions, Inc. Propozal Editing Wodsshop — Copyright £ 2013 1
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Edltlng for Better Section Flow
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Use the 8 Ws to structure sections more persuasively.
= Section flow should go from general to specific, from less detailed to more detailed.

= Use the right order of the 8 Ws to organize information in a more complete and persuasive manner:

* Why

* What

* Who

* How

*  When
*  Where
* Wow

= Read the section carefully; does it discuss the 8 Ws in the right order?
= Issue data calls to writers when a “W” is conspicuously missing.
= Consider adding sub-sections and bolded headings within the section to draw attention to the structure.

= Any section over two pages needs subsections.
PROPOSAL EDITING WORKSHOP| 7

Higher level summary sections - X or
X.X outline levels

What: What do we propose to do in response to
the requirement?

How: Step-by-step approach with benefits to the
customer and risk mitigation

Where: Indicate the location or facility, or say
where we have done it before successfully

COPYRIGHT © 2019
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Restructuring for More Persuasive
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Just like in food presentation, negative space makes your writing more digestible.

= Ensure paragraphs in a section are sequenced
correctly; ideas should flow logically and
build on each other.

= For hardcopy, the most readable paragraphs are no
more than 10 lines long and no more than 5
sentences per paragraph.

= |f page limits allow, add more negative (white) space
to make your proposal easier to digest.

= Ultimately, each paragraph should be dedicated to a
single idea, but paragraph spacing is purely visual in
nature: it’s there for the eye to rest.

= Left alignment is now preferred for readability.

PROPOSAL EDITING WORKSHOP| 8
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Revising Introductory Sentences
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Most sections will have weak introductory sentences; moderate editing tends to add

polish and persuasiveness to the sections.

= The introductory sentence to a section should not be:

e A regurgitation of the RFP requirement to which you are
responding

* A self-serving statement that says why you are the best
(without the benefit to the customer)

* Simply a fact, without a specific point in mind

= Good introductory sentences include:

* The “why” behind the requirement (business reason, risk
reduction)

* Key challenge or customer’s hot button

* The point of the section—usually in the form of a win theme

= Look for ways to add more benefit and proof Ianguaﬁe right into the
introduction or a hook to get the evaluator to read the rest of the
paragraph.

PROPOSAL EDITING WORKSHOP| 9
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Organizing Unfocused Material
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Find the idea, and then find the benefits and proof.

Read through the material once, and then try to
say aloud or write down the central idea in plain
English.

Try mind mapping to figure out the point.

If you can’t find a main idea, refer back to the
RFP to find out what the section is supposed to
address.

Look for nuggets of information to salvage to
support the central idea you found.

Make a note of any missing information you
need to complete the section.

PROPOSAL EDITING WORKSHOP| 10
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Revising for Consistent Voice, Even
With Multiple Authors
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Your job is to enforce consistency in syntax, diction, and punctuation.

= Every writer has a unique voice, consisting of the
individual way he or she uses syntax, chooses
words, and punctuates sentences and paragraphs.

* One writer may favor sentences consisting of
two independent clauses joined together,
frequently use the word “very”, and use em
dashes to set off parenthetical statements.

* Another may have a tendency to write run-on
sentences with many e.g.s in them and use
two nouns or two adjectives together.

= Editors also have their own voices; it is your sense
of what “sounds right”.

= To revise for consistent voice, come up with a
detailed scheme of syntax, word use, and
punctuation, and ensure that all the text in the
document adheres to the same rules; document in
a style guide when using multiple editors.

PROPOSAL EDITING WORKSHOP| 11
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Editing, Titling, and Captioning O
Figures and Tables OST GLOBAL SOLUTIONS 437 2%

Editing a graphic occurs at two levels: evaluating the concept of the graphic,
and examining the content for accuracy and aesthetics.

* Check to make sure the graphic conveys its point clearly and
accurately, and that it is relevant to the discussion.

1 - Program Manager 8 — Quality
* Look at each word in the graphic for typos, and make sure thereare e
no mistakes in content. 2 - Capabilities & - 3 - Technology & Analysis
Integration Branch Chief Branch Chief
(Alternate PM)

Title and caption all visuals in the document, including photographs, tables, 4-Capabilties Manager Coordination & | 6-OF Analyst
spreadsheets, drawings, charts, and graphs. 5-PPBE/integration Lead Collaboration
. ) ) ] Further develop TACOM OE < Perform Capability Based Analysis,
Titles should accurately and succinctly describe the graphics. Concepts Warfighter experimentation, collect
lessons learned, provide integrated
l l l Capabilities Recommendations, etc.
ACtiO N Ca pt|0 ns serve mu |t| p I e fu n CtiO ns: Further mature Capability Integration products for output to ARC and JCIDS

managers

* Help the reader draw the conclusion you intended Figure #. Title. Action Caption.

* Clearly link features to benefits

* Allow the visual to explain itself without making the evaluator search
the body text for clarification

PROPOSAL EDITING WORKSHOP| 12 COPYRIGHT © 2019
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Properly Introducing Figures and )

Tables
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Cross-references to figures and tables in the text should arise conversationally.

= Figures and tables should always be introduced, or at least
referenced, in the main text.

= The introduction should nearly always precede a graphic or
table; in severely page-limited proposals, this rule can be
broken.

= Read the paragraphs above or next to the exhibit to see
where you would bring it up.

= Look for text explaining the figure; this is where you need
to add your introduction.

= |f no text exists, create it; imagine standing in front of the
evaluators, with the figure or table on an easel next to you.

* What would you explain about a figure?

* What is self-evident and doesn’t require text?

PROPOSAL EDITING WORKSHOP| 13

Example:
Figure 3.1-2 showcases our ten-step
approach to curriculum development.

Tips:

Bold the figure reference (similar to
section cross-references) the first time
it appears in text.

Don’t use above, below, that follows,
the following, etc.

Some style guides require the figure
title to appear with the first reference;
it has become an obsolete rule in page-
limited proposals.

COPYRIGHT © 2019
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More About Exhibits
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Remember: Consistency breeds trust, so pick a methodology and apply it consistently throughout
the proposal.

You can distinguish between tables and figures, or call everything an “exhibit”.

Figure numbering is consecutive in short proposals (Figure 1, 2, 3, etc., or up to certain
section level (Figure 1.1-1, 1.1-2, etc.).

Add Figure number, title, and action caption.
Ensure consistent punctuation in the Figure caption.

* Figure 1-1: Organization Structure. Our organization fully aligns with CBP divisions
to best support agency’s mission.

* Use a colon, dash, or period to separate the number and title.
Use title and caption above the tables and below the figures.
Some people choose to caption only figures, but not tables.
It is not necessary to caption and number focus boxes.

PROPOSAL EDITING WORKSHOP| 14

Figure title answers the
question:

What is it?

Action caption answers the
questions:

What does it do?

What does it do better, faster,
cheaper, or with reduced risk?
What is the benefit to the
customer?

Tip:

To save space, skip the title;
instead just write a complete
caption that answers all four
guestions. Place it after the figure
number.

COPYRIGHT © 2019
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Put your newly-learned structural editing skills to work.

= Perform a moderate edit on the
handout.

= What types of issues are you
finding with the text?

PROPOSAL EDITING WORKSHOP| 15
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4.4 Subtask 2.C Training and Outreach Support Tasking (S0W 2.C)

Weuss a systematic ADDIE approach when cresting education and training products. It bagine
with mesting the S0PD, critical infrastctre protection sactor sponsors, and SHEs to idantify
the topics and tentative devalopment schedulas for each ofthe training products:

# Two training courses
ralatad toexisting
Dams Sector tachnical ,

“ L3

workshop, and two to
e =i
COWEEE, GOINGES topice

L
D - | 4
» Webinars (3-4)
«  15-30 Antiterrorizm and five Supply Chain workshops nationwids par year.

# Web based traiming, with the number and cowrze topicz TED.

Updates to ecisting courses and training materials to support advances, r=vizion:, adsptations,
or updats: to naticnal citical infastrocturs policy, the NIPE, and the 55Pa.
Following the mesting with S0PD, Taam Acms will conduct seperate fomus group mestings with
S0PD and r=levant SME: as nacessary for each individual pooject in codar to werify tha targst
andisncz and idsntify task: parformad by the tarest andisncs; obtainand review axizting
materisls and fesougoss; determine gaps thatnesd to be addeszed inthe training; identify or
devalop course objectives; and identify and validate the topics tobe addreszed in the training.
Following the mastings, ansrative will be developad that crosswalks task: and lasming
objactives to the proposad contant. From thers cowurse design and development will be startad.
Our instructors will bs {dentifiad prior to courss dalivery, with a preforencs for whomawer halpad
denvalop the cumricolum. Our instroctors will submit reports within five working davs of courss
dalivery, Wa will agres upon 12podt contant pried to cowrse delivery, The repod indudes a
zummary of tha lazzons lesamad and participants’ reactions; instroctor comments, significant
izzues and recommendstions idantifisd by the participants of instector; and 50PD parformance
meatrics. Our training solutions snsurs mizzi tivanass, improve and provida
meauraghls rasults by asszzing customer nesd: and developing solutions using a pradictabla,
methodical lesmer-cantarsd spproach. Wa employ 3 syitems sppooach for detemmining training

tasksjob skills, dasigning, and daveloping training cemicula and treining selutions. Our appooach
iz basad on the ADDIE model i devalop trsining that =ffectively match
S0PD r=quirsmants. The ADDIE modsl aszssses the system and describes the gosls thet nesd to
‘b2 achisved, desizn: a method to achisve the goal:, snd devalops, implements, and evaluates the
daziznad method.

05T Global Sdutions, Inc. Proposal Editing Wodcshop — Copyright & 2013 1
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How the Plain Writing Act Affects ‘
YOU OST GLOBAL SOLUTIONS %’L&f“

Even the Government is trying to simplify the language in its documents, to reduce red tape and
increase clarity;, we should do it, too.

= The Plain Writing Act of 2011 requires Government
agencies to pay attention to clarity of language in
forms, instructions, letters, and information for the

public.
. . Genius
= |t is critical that contractors follow suit.
= The key elements of plain writing are: Simple Complex Simple
* Identifying your audience and the point Smart

you're trying to make

* Putting the most important point at the
beginning

* Using common, easily-understood words

= The most recent guidelines are found at
http://www.plainlanguage.gov/howto/guidelines/F
ederalPLGuidelines/FederalPLGuidelines.pdf
PROPOSAL EDITING WORKSHOP| 17 COPYRIGHT © 2019
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Editing Automation Techniques @ G
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Microsoft Word has a number of features that will make your job much easier, if used correctly.

Adding and re-defining entries in your AutoCorrect database ’ ) ~

Using AutoFormat to apply styles automatically as you edit

Automating certain kinds of text entry with Complete Text as You
Type
* Type DOTM and get DOTMLPF.

Customizing the database of Word'’s Spelling and Grammar
Checker

Using CTRL-F to identify problem areas and make global changes

PROPOSAL EDITING WORKSHOP| 18 COPYRIGHT © 2019
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Using Spelling and Grammar Tools

Effectively
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Make use of ignore or change all to

automatically correct or ignore words.

Add commonly-flagged-but-correct
words to your custom dictionary.

Enable Grammar & Style checking in
Proofing and Customize Options.

Recheck document to find words you
ignored earlier.

PROPOSAL EDITING WORKSHOP| 19

Proofing

Insert Page Layout

References Ma

™ =
% %
Translate Language Mew

Comme
Language

Spelling

Mot in Di

Don't
financ
but an|
intern

Suggesti

Chedlf

Option|

Weord Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

PN

el
I_:/z Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words <
I:‘ Enforce accented uppercase in French
Si jn dictionary only
Custom Dictionaries...
French modes: Traditional and new spellmgsEl
Spanish modes: | Tuteo verb forms only lz‘

When correcting spelling and grammar in Word

Check spelling as you type

Use coptextual spelling

Mark grammar errors as you type
Chegk grammar with spelling
Show readability statistics

T

Recheck Document

[ |
—

Grammar & Style )

Grammar and Sty

Grammar Settings

Require -

Comma required before last list item: always -

Punctuation required with quotes: inside x|=

Spaces required between sentences: 1 -

Grammar:
Capitalization
Fragments and Run-ons
Misused words
Megation
Moun phrases
Possessives and plurals
Punctuation
Questions -

Exceptions for: @j Performance audits and Agreed upon pr... E

I:‘ Hide spelling errars in this document anly
I:‘ Hide grammar errors in this document only

COPYRIGHT © 2019
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Using the AutoCorrect, AutoFormat,

I ML NI FI KL A i k
@l ) - (5 | = Word Options @
File Home il General '
o4 Change how Word corrects and formats your text.
= save Display g P
- . Subtle Em...
E COpen Save Change how Word corrects and formats text as you type AutoCorrect Options...
I
3 Language '
[ Close When correcting spelling in Microsoft Office prog
Advanced AutoCorrect: English (U.5)
Infa Ignore words in UPPERCASE
Customize Ribbon Ignore words that contain numbers | AutoFormat | Actions
Recent Quick Access Toolbar Ignore Internet and file addresses AutoCorrect | Math AutoCorrect @Format As YouType> |
Flag repeated words Show AutoCorrect Options buttons
Add-Ins Enforce accented uppercase in French "
Mew (= = ) p;.:l ) Correct TWo INitial CApitals Exceptions...
Trust Center ] suggest from main dictionary only Capitalize first letter of sentences ™
Print Custom Didtionaries.., Capitalize first letter of table cells
French modes: | Traditional and newspellingsEI [¥] capitalize names of days
Save & Send )
Spanish modes: | Tuteo verb forms anly EI Correct accidental usage of cAPS LOCK key
Help When correcting spelling and grammar in Word |- Replace text as you type
Replace: with: (@) Plain text Fi tted text
-1 Optidas Check spelling as you type Bepl - S rEn e ——
p
e —  —— Use contextual spelling =
Exit
E Mark grammar errors as you type
Check grammar with spelling
Show readability statistics
Writing Style: | Grammar Only El Settings...
Check Document
An alternative .
I f d h Exceptions for:  |[&l] 3C Model RFP Add Delete
p acef.to In the [] Hide spelling errors in this document only Automatically use suggestions from the spelling checker
Proo Ing menu. [1 Hide arammar errars in this darument only
[ ox ][ concel |

WWW.OSTGLOBALSOLUTIONS.COM



Making Global Changes and Using
Find and Replace Effectively
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Find and Replace is a powerful tool, but it must be used carefully.

= Open up the Find and Replace tool by
hitting Ctrl+H.

= Make use of the Find and Replace
options, such as wild cards, “Match
case”, and “Find whole words only.”

= When making a global change, it’s
always safest to look at each instance
the Find and Replace tool finds, and
then accept or reject the proposed
change.

PROPOSAL EDITING WORKSHOP| 21

Find and Replace l P S
Replace | GoTo

Find what: editing El
Replace with: IZ|
Replace ] [ Replace Al ] [ Eind Mext ] ’ Cancel ]
Search Options

Search; | All IZ|

[] Match case [ Match prefix

[ Find whale words only [ Match suffix

[ Use wildcards

[ sounds like (English) [ 1anore punctuation characters

[ Find all word forms (Enalish) [ 1anore white-space characters
Replace

[ Format * ] [ Spedial ~
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Using Wildcards
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B&P
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Wildcards speed up the global corrections process and help enforce consistency.

= Look through the information.

= Play with the searches in a
document.

PROPOSAL EDITING WORKSHOP| 22

Using Wildcards Find and Replace in Word

1 Press CTRL+H
2 Select the Use wildcards check box.

{If you don't see the Use wildcards check box. click Mare)

‘When the Use wildcards check box iz selected. Werd finds only the sxact text
that you specify. Motice that the Match case and Find whole words only check
boxes areunavailable {dimmed) to indicate that these options are automatically
turned on. You can'tturn off these options.

2. Do oneof the following:
To choose a wildcard character from a list, click Special, click 2 wildcard
character. and then type any additional text in the Find what bos

To zsarch for 2 character that's defined as a wildeard, type 2 backslash [\) before the
character. For example, type \? 1o find a guestion mark.

¥ou £an use parentheses to group the wildcard characters and text and to indicate
the order of evaluation. For example type s(pre)*(ed)> tofind "presorted” and
“preventsd”.

You can use the \n wildcard to search for an expression and then replace it with the
rearranged exprezsion. For example. type (Team) (Acme) inthe Find what box
2nd\2 \1 in the Replace with box Word will find Team Acme and replace it

with Acme Team.

TOFIND TYPE EXAMFPLE

Amy zingle charactsr ? £7f finds zat and =at.

Any string of characters = g*d finds zad and startad.

Th= baginning ofa word = siintsr) finds intsrssting and
intercapt, but not splinterad.

The end of 3 woed > {in)> find: in and within, but
not intaresting.

Omz of the spacifisd character: [1 wlieln find: win and won.

Amy zingla charactsr in this range H [r-tJigh finds right and sight.
F.mge: must b in ascending
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Editing for Conciseness
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Concise writing uses the strongest nouns and verbs available to reduce word count and increase
precision.

= Replace strings of dull words with a single, more-powerful and precise word.
* Use CTRL+H, type “tion” in the “find” box and search through your document.
* Three problems with “tion” and “ment” words:
1. 3-4 syllable-long words cause evaluators to stumble.

2. Good writing is all about mental pictures, and they usually don’t create a picture in the reader’s
mind.

* Ifit says “program manager” you are likely to see a PM in your mind’s eye; if it says
“allocation” you will see nothing).

3. These words come from a good verb (e.g. observe) and adding “tion” or “ment” to turn it into a noun
(“observation”).

* To make a sentence, you THEN have to add ANOTHER verb, usually a boring one like

is” or “make” (e.g. “Make an observation”).

The best way to eliminate the “tion” word is to turn the noun back into its original verb: We
observed the problem; the PM assigned the work.

= Check every word to make sure that it is adding something important to the sentence.

= Combine sentences that can be combined.
PROPOSAL EDITING WORKSHOP| 23

Wordy: Our portal has made
available many of the criteria
you can use for making a
decision on the best path of
action.

(22 words)

Concise: Our

portal presents criteria for
determining the best action
path.

(10 words)

COPYRIGHT © 2019
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Trim Page Count by Eliminating
Unnecessary Words @

Excessive use of adjectives is akin to drowning yourself in perfume.

= Remove superlative adjectives and adverbs.

* Adjectives are imprecise and vague noun “amplifiers”; they
often hide instead of reveal (e.g. good, strong, etc.).

* Adjectives mean different things to different people; when
words are imprecise, you lose control over the meaning the
evaluator takes in, which may cost persuasive power.

* Adjectives sound too hype-y and sales-y while the evaluators
are looking for solid offers from sources they can trust.

= Eliminate unnecessary determiners and modifiers that don’t add
to the story.

= Omit repetitive wording: “approach and methodology” is simply
“approach” (unless RFP requires both).

= Avoid over-using “There is” or “It is”.

n

=  Get rid of “we understand”, “we believe”, “we strive”, “we are
committed,” “in order to”, and other fluff.

PROPOSAL EDITING WORKSHOP| 24 COPYRIGHT © 2019
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Eliminating Passive Voice or Determining @

When It Is Appropriate

OST GLOBAL SOLUTIONS »s X<

Your goal is to have zero passive voice unless contextually necessary; even figure callouts should be

active.

= Passive voice is acceptable when the subject of the sentence is
unknown or irrelevant, when the object is more important than the
subject, or when talking about a general truth.

= |t may also be appropriate when discussing victims who are acted
upon.

= |f a sentence written in passive voice does not meet any of those
criteria, then you should convert it to active voice.

= To convert passive voice to active voice, find the subject of the
sentences and put that first.

PROPOSAL EDITING WORKSHOP| 25

Example:

“The schedule is developed by
the transition manager” becomes
“The transition manager develops
the schedule”

COPYRIGHT © 2019
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Grammar Gaffes Every Proposal ®
Editor Should Heed OST GLOBAL SOLUTIONS 48"
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Make it your habit to read about grammar, writing, and good business writers. WILLIAM W
Using t bet t UNKR
= Using two spaces between sentences.
_ onees =s\WWHITE
= Improper heading and subheading capitalization —
(and inconsistent capitalization in general). et
= Failing to use smart quotes (automatic quotes that o c——
look like 66 and 99 in Word). El EMEN - —
= Overlooking agreement errors (subject-verb and = O 3 V'SULHESUUS e
pronoun-antecedent). L} o . L
= Missing parallelism. T —— N N
= Dangling modifiers (an add-on to the sentence -Wﬁﬁng;;;;m;ms;c- P

that confuses instead of clarifying).

"Writing about music is like dancing
about architecture.” This enigmatic
sentence has been bouncing around the a
literate world for thirty-plus years. Many
attribute it to the cerebral comedian

> Martin Mull, but its origins, like those of
| many such catch phrases, remain misty.

Continue reading...

= Usage problems such as insure/ensure.

o

"Fahrenheit 451," Vi ocabular\ from Part 1: The Hearth
and the Salamander o

= |nconsistent verb tense.

= Lack of guideposts in the document: st ] [ | o] [rerse] oo
. . . 10 Non-Writing Activities That Wi Atmlﬂa”f [@* Heath ond e Saamandar a3 T Sovs nahe Sand. P3|
* If a section is longer than two pages, break it l_mpr?_‘i}_our“nuns—f‘i Y e Ton Words o Th sk Tes 130,20
into two subsections with headers. -
PROPOSAL EDITING WORKSHOP| 26 COPYRIGHT © 2019
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Refresher for the Most Common Errors in

Proposals
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Using shall instead of will

Acme Co. shall deliver XYZ services to DOD

Acme Co. will deliver XYZ services to DOD.

Incorrect or inconsistent use of serial
commas

red, white and blue

red, white, and blue (Oxford comma)

Nonwords and nonphrases

orientate; irregardless; in regards to

orient; regardless or irrespective; in regard to or
regarding

Redundancies

Reason why; close proximity

One or the other, not both.

Transposing “that” and “which”

...career which interests you; ...a note, that is overdue, to

explain...

...career that interests you.; ...a note, which is
overdue, to explain... (better: an overdue note)

Using hyphens and spaces when an en or
em dash is needed

2001-2005; He could--or should--have completed; He
could - or should - have completed.

2001-2005; He could—or should—have
completed.

Transposing and mispunctuating e.g. and
i.e.

...a small gift, i.e. a meal or a plant; He did not respond:
eg: he declined.

...a small gift (e.g. a meal or plant); He did not
respond, i.e. he declined.

Using an ampersand instead of “and”

Methodology & process

Methodology and process

Statements that sounds fake

customer-focused, quality-focused

We are committed to... Top-quality

Full-service, “Uniquely qualified” or “unique”, “The right
choice”,

“Trustworthy” or “You can trust us...”

Delete

PROPOSAL EDITING WORKSHOP| 27
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Making Finer Adjustments to Tone ) car)

and Rhythm OST GLOBAL SOLUTIONS
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Improvmg tone and rhythm requires careful attention to the meaning and sound of the

words in the text.

= A paragraph containing multiple types of
sentences is easier to read; vary between
simple sentences containing one subject-verb
clause and complex ones containing more
than one.

= Trim out any writing that is overly-formal,
ponderous, or that uses complicated words
where simple ones will do.

= Be careful to keep only customer-specific
buzzwords.

= Don’t try too hard to impress the evaluators;
inform them and let the facts speak for

themselves.

PROPOSAL EDITING WORKSHOP| 28 COPYRIGHT © 2019
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Editing Automation and Document @ {oer)

Refinement Tools 05T GLOBAL SOLUTIONS 8™ 2

Hemingway App (checks readability and other
writing problems, free if used online).

Perfectlt (tab in Word, checks for inconsistencies
that are hard to catch — periods after bullets,
inconsistent use of capitalization, etc.).

WordRake (tab in Word, cuts out the unnecessary
words or phrases that creep into your writing).

Grammarly (grammar checker and proofreader
superior to Word).

ProWritingAid (Analyzes writing and reports on areas
such as overused words, writing style, sentence
length, grammar and repeated words and phrases).

Document Analyzer by Atebion (shreds RFP, analyzes
for readability and bad language).

VisibleThread (shreds RFP, analyzes for bad
language).

PROPOSAL EDITING WORKSHOP| 29

Feedback | Help

:

S
eastd!
\\M\fw et

=0

Hemingway App makes your writing bold and clear.

The app highlights lengthy, complex sentences and common
errors; if you see a yellow sentence, shorten or split it. If you see a
red highlight, your sentence is so dense and complicated that your
readers will get lost trying to follow its meandering, splitting logic
— try editing this sentence to remove the red.

You can utilize a shorter word in place of a purple one. Mouse over
them for hints.

Adverbs and weakening phrases are helpfully shown in blue. Get rid
of them and pick words with force, perhaps.

Phrases in green have been marked to show passive voice.
You can format your text with the toolbar.

Paste in something you're working on and edit away. Or, click the
Write button and compose something new

Write  Edit
Hemingyay

Readability
Grade 6

Words: 133
Show Mars +
H adverbs, meeting the goal

t 2 or fewer.
[l use of passive voice,
meeting the goal of 2 or fewer.
[l phrase has a simpler
alternative.
El of 11 sentences is hard to
read.

Bl of 11 sentences is very hard
to read,

COPYRIGHT © 2019
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Exercise
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Put your copy editing and proofreading skills into practice.

= Use Hemingway App
(www.hemingwayapp.com) — cut and
paste text straight into the app. Get rid
of as much color as possible.

= Check the readability statistics first.

= Copy edit the handout either using the
app or in Word using CTRL+H, Word
automation, and manual methods.

= Check the statistics in Word to see how
the section has improved.
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1.3 Monitor and evaluate database and software problems to determine canse; Coord inate
problem identifications and resolutions with personnel as identified in the Task Orders

Arms iz committad to providing zingla coordinatsd
wcradle-to-grave stewsrdship for datshass and soffwars
incidents and problems axperisnced in the NEC-E
anvironment. Our axpart suppoert iz IS0 D000-
accredited and based on ITIL v.3 bast poactices. Wa
will zerve: @@ an ewosptionally capshble receiver and
provider of dincidents through the EMC Femady 5.0
problem manasement system. Wa will be fomuzad om
problem mansssment to ensbls wr to address the
pioblam at itz oof2, and succes: will be defined ax
minimizing the adversa affact on NEC-F's customars
whils proactivaly preventing fiturs ooouTances.

Our approachk will lead to guick identification of
datshaza amd zoftwars problams arizing within the
NEC-F. datshasa enviropmant. Wa will amsure
discovery of these incidents wsing daily monitoring

bl

.
P r\-lpmblemr.hat bemﬁaol‘edh\-thehechmcal mﬂ'.'TheSR.Tm].ld.evelop.
o

@

o fn]lomAcme changeommlpmoem:ﬂs The 5RT will slso docement sl actions that a=

05T Glob

gl Sdutions, Inc. Propossl Editing Wodishop — Copyright € 2013 1
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Editing Resumes and
Past Performance

Module 8

PROPOSAL EDITING WORKSHOP| 31

JOHN DOE

Full Address = City, State, ZIF = Phone Number = E<masl

WORK EXPERIENCE:
AMERICAN EAGLE City, State
Sales Associzle July 2001 = present

*  Collaborated with the stone merchandiser creating displays to attract clientele
= Use my trend awarencss 1o assist customers in their shopping experience

*  Thoroughly scan every picce of merchandise for inveniory control

*  Process shipment to increase my product kmwlcdy

PLANET BEACH Ciry, State
S Consultmat Aug. 2003 - present
= Sell retail and memberships 1o meet company sales poals
*  Build organizational skills by single handedly running all operating procedures
*  Communicate with clients 1o fulfill their wants and needs

Anend promotional evenits to markel our services
®  Handle cash and deposits during opening and closing
EDUCATION:

UNIVERSITY OF MINMESOTA

College of Detign
= Bachelor of Science in Graphic Design
*  Cumulative GPA 3.93, Dean’s List

\Twin cities Iron Range Scholarshi

COPYRIGHT © 2019
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Cutting Resumes to the Right Page

Count
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= Create a style guide specifically for resumes using
comment function and sample resume.

= Use “telegraphese” to shorten bullet points:
* Eliminate unnecessary articles (a, an, the).
* Take out conjunctions, if possible.

* Use either present or simple past tense for
all verbs.

= Focus on describing experience that is directly-
relevant to the statement of work.

= |f a paragraph or bulleted list contains lines with
only one or two words in them, see how you can
trim the sentence to pull those stray words up.

= The biggest challenge is to ensure consistency
between resumes.
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Emploves Name and Proposed Po:
s Finst, Last Mame and Nicknema,
o Jamy (Brua) Smith
o Sarah Johnson

+ Resume Number: Times New 1
Proposed Position: Times New Ro
*  ProgamMapager Homan Bosg

All Remsaining Table Headings: T

Fillin Box Confent Times, New B
* Current Emplover

o Availability

* Securify Clearance

* Sigmed Letter of Intent

Summary Qualifications: Times ¥

* lstLina: Mr/Me NAME has ov
as possibla.

s Ifhs of she was in tha Sarvics, o1

s Summearizs rslavant acoomplizhe
paojects complatad.

» Bold text if pervon has experia

List Ome:
o Supporting {Customer nam
Curant programs
o Supporting tha end user {5t
= LiztBFP amma:

List Two:
o List 30W Arsas of exparis
numbers if necassany

Relevancy of Education, Backegro
* FFP Faguirsmant:

o Minimum of TOP 5]

{3CT) CLEARANCE

by the cognizant sac

o Must be trained, qual

parform thesfforts g

o Key Personnel Requ

First and Last Name — Quality Assurance Specialist
Resume No. 1 of 10

Curmant Empioyar

I
‘Secunty Clearance Annual Satary* Estimated Annual Tﬁti| Estimated Howrs To
Hours Worked

RFP Requiramant: Graduzz JT'lg'la'm l'acle

| & uallabllm

B Worked Annuslly Undar
This Contract

o Industnal schol o GED aquivaian
RFP Regquiramanta: 7 ¥
parforming qualty assurance
MEpRCEINE On maval ship Hull, Machanical,
Bacrical, BACYOTic SyShms fr spacicaton and
anginaxing drawing raquiramant compilanca.
RFP Requitamants: Trves (3] y=ars shop

apanar

anca which has provided 3 pracical

iknowladge of quality 3ssurance programs, quality
Conirol INEpECHON SyEiaME, Maching sols, and 3
detaiad Enowiange of shap Procadunss, Procassss,
meods, and E‘:’nqﬂs ‘which may be abtained
ConoTanty With 2 expaianca Bted In paragraph
2 abova.

Hl}'ﬂOurCmﬂm Meats tha Maste?
RFP Reguirsment: o [ YES |
How Qur Candidats Mests the ceaolE?
RFP Reguiraments: o |__YES |

How Qur Candidate Meats tha
RFP Requirsments: o

How Qur Candidats Mast

RFP ﬁ.equlremsrﬁ Cariiad NOT Lava Wl
nEpaciy

A’I”.-aﬂ 50.’.51 for Nondastrucive

RFP Requirament: oo

= Summary Descripion of Responsibiiies, Quamifiad Accompishmeants, and Grawo Zuws
« Summary Cescriplon of Responsioliies, Quaniiad Accomplishmanis, and Srawd Zulus
= Summary Descripion of Rasponginiitiss, Cuanifiad Accompiishmans, and Srawa Zulus

CMipany, L] lonth, I Month,
Poaition

= Summary Dascrighon of Recponaltiities, Quanifad Accomgishmans, and Sravo Zuus
= Summary Descripion of Recponsibiliies, Quaniflad Accomplishments, and Srawo Zuls
= Summary Dascripion of Respansliliies, Quanibed Accomgishments, and Sravg Zus

Tmpany. & (WO, [0 Month,
Position

= Summary Descripion of Responsibiiies, Quamifiad Accompishmeants, and Grawo Zuws
» Summary Descripion of Responsilbiities, Quanifad Accomgishmants, and Sravo Zuus
= Summary Cescripion of Responsibiliies, Quanified Accomplishments, and Srawo Zulus

Gmpany, B (Montn, G Wonih,
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Editing Past Performance Sections for

Compliance, Relevancy, Length, and Consistency

@
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= Check the template for compliance.

= Ensure consistency in addresses, dates, numbering,
punctuation, the way the contract is presented in the
contract overview and other information.

= Ensure length and level of detail are consistent
between different past performances.

= Reduce any information not directly-relevant to the
contract.

= Double-check contact information to see if it is still
valid by asking if the proposal team has pre-called
references.

PROPOSAL EDITING WORKSHOP| 33

1. Project: Title

2a. Reference/Technical POC:
Name:

Address:

Phone:

Email:

2b. Reference/Contracting POC:
Name:

Address:

Phone:

Email:

3. Contract Number:
XXX

4. Contract Period of Performance:
XXX

5. Contract Type:
XXX

6. Contract Value:
XXX

7. Contract Overview:
Xxx

Relevan
cy to the
Scope of
Work:

How Our Team Meets or Exceeds the Requirement:

Ssow XXX
3.1

Sow XXX
3.2

Sow XXX
4.1

Sow XXX
4.2

Sow XXX
4.3

sow ... XXX

Problems Encountered and Their Resolution:

IMPORTANT NOTE FOR YOU WHEN YOU ARE
PREPARING THIS PAST PERFORMANCE:

Addressing a problem head on and showing your own twist on how you solved
that problem is your chance to tell your side of the story about how
conscientious you are. Odds are, they know anyway (or will find out soon), so
this is your chance to acknowledge it before it's too late.

COPYRIGHT © 2019
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Exercise
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Practice working with a resume

Identify how to cut the resume
down to 2 pages.

* What areas would you cut
wholesale?

* Are there any tricks you could
use in trimming, but not
losing, valuable information?

PROPOSAL EDITING WORKSHOP| 34

George Smith — Program Manager
Resume No. 1 of §

| Avalisbility | Security Clearance
Summary @ualificationa

NI, Smithhas eweslled during over 42 vears of progreszively eponzibls exparisnce in the
oparation, maintenance and repair of US Navy ship Hull, Machanicsl, Elactrical and
Elactromic systems snd aquipment, This includss nearly 27 years sxpariencs managing tha
dazign, test, maintenance of oparation of Hull, Machanical, Electrical, or Elactronic Svitems
=nd sguipmsnt and mearly 10 yvears sparisnce manazing snginssring and logistic poojacts
invelving devalopment and instsllation of alterstions on Navy ships, While in the US Navy,
hiz demonstrated techmical, manszsment and leadership snoellence 2smed him the rank of
Commandsar {{-3) Limited Duty Officar, specislizing in ship system maintenanca, test, (2paif
=nd oparation. In the private zactor, M. Smith has directly manased s=veral comtracts of zoops
and complaxity aqual to this solicitation, In this 42-vaar carser, he has directly wodked at,
managad comtract programs for, and interfaced with Naval Sea Systems Command, Naval
Surface Warfare Center, Naval Shipyard, SUFSHIF and Type Commander
oreanizations at 2l levsls,
Ralavancy

of Education,

Background, and Expaniance

RFP RBequirements: 15 vears Sparisncs How OurCandidate Meets

in managsmsnt 0fa:_:;ima|:ing projects the RFF Requirements:

imvolving maintensmcs, rapeir, testing, MIr. Smith has acquired over

product impoovemant, of alterstion ofnaval | 27 yveers of manazsment

zhip Hull, Machanicsl, Elactrical, of anpafisng: in ths raquired

Elactromic syatems and aquipment incleding | aress in tha pericd from 1080 to the prasant,

5 years of associsted progrem manassment. | while employed a: prozrem manaser for 1.7

The 15 years zhall includa the following, vear: at Acme, Inc.; £.7 vearz at QED Swvitsms;

which could have basn obtainad 0.5 waarz at Analyziz & Taechnolozy; 1.8 vaars

comoumantly: gt Information Technelogy Seolutions; 1.3 years

= 10 years of working axperisnce in =t Envizion Fenptarhnix; and 18 yvears 2= 2
enginssring paojects involved in design, | ULS. Mavy Limited Duty Officer ina variety of
tast, MANtEmAnCE of jon of Hull, amt folsz.
Mechanical, Electrical, or Electromic = Orver 42 years of working sxparisncs in
Systems snd squipment. A bachslor's enginsering projects invelved in design, test,
dagres ina non-enginssring dizcipline maintenance of oparation of HM&E and
withan advanced desres inbusinass Elactronic Syztems from 1965 to the prazant
administration may be substiturad for whiles emploved for 27 vears a= disonzzad
this. sbove, and 15 additions] yesrs azaFirs

= § vears working sxparience in Control Technician inthe US MNavy.
snginssring and logistic projects = Nearly 10 vears working swpsrisnos in
imvolving devalopment and installation of engineering and logistic projacts involving
sltarations on Mavy ships. A degres in development snd installstion of slterstions
Enginasring or Maval Architecturs fom on FFG, CG, LHA and MEHC class ships
an aocradited collazs of umdversity of from 1995 to theprezant and all class Mavy
poszaszion of a professions] enginssr's zhip claszas in the cowrse of hiz 28 wear
licanzs may b i for this. DIOEEm 1 carsar
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Last Touches

Module 9
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10 Items to Check in a Proposal for @ o
Consistency and Professional Appearance o

OST GLOBAL SOLUTIONS

Header styles are applied consistently.

Bulleted lists use the same bullets and indentation.

Consistent style is used for body text.

Header levels are balanced throughout the document outline.
Sections longer than two pages are broken down into subsections.

Page headers and footers are consistent across sections; if the requirement is to
print double-sided, pagination alternates and sections start on odd pages, with
blank pages inserted where needed.

Check font colors to make sure they are the same RGB values throughout; note
exhibits that need to be put in the same palette.

Page numbers in the document increment correctly across section breaks.
Figure and table numbers increment correctly, and none are missing.
All exhibits are introduced in the text and have titles and action captions.



What to Look for When Editing for @ ,
AeSthetICS 05T GLOBAL SOLUTIONS ""»;zif“

Evaluate the template of the document for color, layout, compliant margins, and a balanced,
attractive look overall.

= Check the style sheet to make sure there are
definitions for each style used in the
document.

= Look at how graphics are placed to make sure
they are within the margins and that the text » 4 :
that flows around them is readable. m

= Print out the document in hard copy and look
at it page-by-page to check for excessive white
space, any misplaced text or graphics, or other
unattractive features.

= Make sure sections don’t start in
inappropriate locations (e.g. at the very
bottom of a page with no text to follow).

PROPOSAL EDITING WORKSHOP| 37 COPYRIGHT © 2019
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Rules for Desktop Publishing for @
Ed |t0rs OST GLOBAL SOLUTIONS

Use only one space after punctuation, periods included. IF
you justify the text, Microsoft Word automatically adjusts
spacing for the best legibility.

Alphabet-and-a-half line length rule:
When inserting focus boxes and
graphics and wrapping text, the

Use a single return to start a new paragraph, and adjust alphabet-and-a-half rule places the
spacing using Word line spacing settings and text styles. ideal line length at 39 characters
regardless of type size. Measure the
line length in inches or picas for your

chosen body copy font using the
Use ragged-right or fully justified text appropriately. alphabet-and-a-half rule. This is one

Use centered text sparingly. Left-aligned is ideal now. of the measurements you'll use in
finding the ideal line length/column
width for your proposal (if you have a
choice, of course).

Minimize the use of all caps. Linesof type that are ton kong or toa shart skw dovwn reading and compraharsion, Combina the

Use fewer fonts; one for text, one for headers, and another
one for captions is plenty.

Use the alphabet-and-a-half rule to choose the right font size
and decide whether you can wrap graphics or not .

wrong line length with the wrong type size and the problem is magnified.

Use proper typographical punctuation.

Lines of type that are too long or too short slow down reading
and comprehension. Combine the wrong line length with the

Don’t use frames, boxes, or borders for no reason; they look wrong type size and the problem is magnified.
dated, like white socks and a dress.

Flag any graphic that contains clipart for rework. Lines of type that are
Use more white space, if you can. too Iong or




Ensuring All Changes Are Made @® (-

and Preventing New Errors OST GLOBAL SOLUTIONS 5+ 2%

Proofreading is a job only for the most observant and methodical people.

= Check the edited document against the redlines word-for-word, confirming
that each change has been made.

= When editing electronically with Track Changes, proofreading is a fairly simple
task.

* Do not accept or reject all changes in a document.

* Instead, examine each one to make sure it does not introduce new
errors.

= Proofreading from hard copy redlines to the document is more tedious.

* |t’s easiest if you print out a copy of the edited document and compare
hard copy to hard copy; use highlighter to check off all the changes that
have been inserted.

* You can also compare the redlines to the document on the screen and
use the CTRL+F function.
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Generating an Acronym Table

There is no reason to generate an acronym table manually in the abundance of tools.

Recommended software:
AcroSeeker by Scion Analytics, Formerly
Atebion, LLC — scionanalytics.com.

Can come with the Document Analyzer = e P

(Acronym  [Definition

S u ite . s et ik CAGE Commercial and Government Entity
i o e (CFM Contractor Furnished Material
. . (COMREP
=2 Corfigurmen S ACToushrg
Finds all acronyms in a document and ol i N e
. . i T S S e (CSA Configuration Status Accounting
CO m p I I eS t h e m I n a WO rd ta b | e . i g CWBS  [Contractor Work Breakdown Structure
EUME Emmed Vb Mansgemen Srzem = ~
DRL Data Requirements List
. . .. aFE ewaai il Fuinidhed Edpigmint EVMS Earned Value Management System
Includes acronyms without a definition. —
(GFM Government Furnished Material

Paid edition allows to analyze all e ergresg

HMMP  |Hazardous Material Management Plan

proposal volumes at once. e e

ILSMP Integrated Logistics Support Management Plan

LSI Large-Scale Integration

Has dictionaries and allows you to

PMR Program Manager's Representative
[:]

create your own dictionaries for reuse.
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Checking Numbering and Cross- ) ,
Referencing for Figures and Tables s ciosasorumons 725

. . Home Insert Page Layout References Mailings Review View Developer
= First, review the document to ensure that all S T 8% bt 1 nsmoe surcoe AaBb | AaBC| AGBEC Asmbca
. . F‘ﬂftf Ff Format Painter Bz U - e x x - A e BodyText 1 Callout.. CaptionC.. Headingl | Heading2 | HeadNo. 1 Normal
h I Clipboard Font Paragraph
captions use the Caption style. T

= Build an automatic table of figures and table of
tables through the References ribbon in Word to
check for missing or out-of-order numbers.

Quick Responses
ISurge

Contract Transition Plans

sty
. EC S S R S T S RS S
= £ — : : : : ; : : = :
Figure x - | A-T Solutions >  DataManagement
1 6f16 matches - Contract > Security
= - Management
to s -
o

Training, Outreach
and Media Implementation
Support Tasking

Relationship
Management

Media Support

Training & Outreach
Services

Support Tasking

= To check cross-references, search for the word _ L
”fi gur e” or utabl en USin g W or d’S F|nd and Replace Focs. Teom s i Organizational Experience Related to Federal Staff and Non-Federal Participants in

Ountreach Settings. We currently execute planning and internal communications, messaging,
presentations, outreach, and stakeholder engagement strategies related to federal staff and non-
fe a t u re . federal stakeholders as a prime for DOD OIG, the U.S. Army OCPA, and VA. The Army
engages a similar variety of stakeholders, from interagency partners, private sector, and third
M £ M 4 = illioml Rt El 200 e =

* The sidebar will show you all instances where
the word appears in the document.

* This allows you to quickly check for missing
cross-references.

PROPOSAL EDITING WORKSHOP| 41 COPYRIGHT © 2019
WWW.OSTGLOBALSOLUTIONS.COM



Modifying Styles If Needed

_ [
- "4 14

i
., F_ir 14 14 1

OST GLOBAL SOLUTIONS

B&P

ACADEMY

In a pinch,
sometimes itis
easier to make a fix
rather than
introducing another
round of changes
and sending a
proposal to a
desktop publisher.

M 9- U

MEC-R Response - example of compliance - Microsoft Word

Home Insert Page Layout References Mailings Review View Developer
¥ .
[ # cut ) . T ar - . A 34 Find ~
’:ﬁ i Cony Times New Rom ~ 12 A A7 Al Z T AaBhCcl AaBbCel 2 Repiace
B3 Copy a
Paste - 3| Q- 87 o N —E——= A= . .
+ < Format Painter B 7 U-aex x| A-®-A === ¥ THormal T No Spaci.. [a calact o
Clipboard F] Font ] Paragraph ] Styles Styles - X
Navigation *[ Modify Style - = 1 | 2 | Document Map &
Search Document 4| Propertes es on expeditious service restoration rat] | EmalSignature
Name: |}-haxi'x_] 1 | . . Emphasis
z gg 5 9 Style type: |Linked (paragraph and character) - | f a Service Restoration Team (SRD Endnote Reference
Style based on: [ 4 Normal initiating an SRT process when a S | EndnoteText

This document does not Style for following paragraph: | T Normal

contain headings.
Formatting
To create navigation tabs,
create headings in your
document by applying
Heading Styles.

(B ==

A= 4=
¥= 4=

Cor Gosir3] 15 2] (6] 7 0 |

= =
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We will use a Service Restoration Team (SRT) described in [elsewhere
in the proposal document], initiating an SRT process when a Severity 1
problem is not resolved in a predetermined time frame. The process
establishes a ion vehicle to provide s

Font: {Default) +Headings (Cambria), 14 pt, Bold, Font color: Accent 1, Space
Before: 24 pt, Keep with next, Keep lines together, Level 1, Style: Linked
Based on: Normal
Fallowing style: Mormal

| Add to Quick Style list ] Automatically update
@ Only in this document  (7) New documents based on this template

ned time frame. The process establishes
C and NEC-R Task Order-designatec
ounding a Severity 1 problem that is bej
P, communicate, and manage restoration
follow TTC’s change control procedur

1to the RCA process. The SRT will en

Envelope Address
Envelope Return
FollowedHyperlink
Footnote Reference
Footnote Text

Header

FER o v=-22loohki

| Heading 1

entation of the outage.

ch to problem managemen W Modify..

everity incidents. For high-
documented in the SRT is p:
entified and corrected in the §

the root cause was not ident  AddtoQu

Update Heading 1 to Match 5election

Select All: (Mo Data)
Remove All: (No Data)
Delete Heading 1...

ick Style Gallery Z

ldf Heading 1:

Font
OCE Font: (Default) + Headings (Cambria), 14 pt, Bold, Font color: Accent1
hes,

Paragraph

Spacing:
Before: 24 pt

Line and Page Breaks: Keep with next, Keep lines together
Outline Level: Levell

L Style

Style Linked

Based on: Normal

Following style: Normal

f Show Preview

Disable Linked Styles
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Cleaning up Style Sheets for Fast

and Reliable Formatting

De-cluttering styles early on will help keep the document
clean.

= To prevent the style sheet from becoming
crammed with unused styles, set default
paste to text only.

= Ensure all styles are applied consistently
throughout the document.

= To delete an unused style, open the Styles
window, open the drop-down menu for the
style, and select “Delete style”.
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Styles * X
Clear Al -
Mormal T
I Mo Spadng EI
Update Mo Spacing to Match Selection
%4 Modify...
Select All: (Mo Data)
Remowve All: (Mo Data)
T

Remove from Quick Style Gallery
Strong

Quote

Intense Quote
Subtle Reference
Intense Reference
Book Title

List Paragraph

Ao lE R o

[] Show Preview
[ Disable Linked Styles
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Generating or Updating the Table Th
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If you don’t have the luxury of a desktop publisher, it is an editor’s job to ensure the document has
a table of contents, and a table of exhibits.

Home Insert Page Layout

St Add Text - [y Insert Endnote

= To generate a table of contents, select
the “Table of Contents” option in the
References ribbon.

1f Update Table hﬁf Mext Footnote =
Insert B

Footnote J H0W MOTES Cit

e of Contents Footnotes

Table of
Contents -

= Note that this will not work properly
unless you have consistently applied the
Heading 1 style to your first-level
headers, Heading 2 style to the second-
level headers, etc.

= To update the table of contents, right-
click on it, and either choose to update
page numbers only or the entire table.
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Recap and Summary

OST GLOBAL SOLUTIONS %5 —&¥

Let’s go over what we’ve learned.

= Name different techniques for cutting down the

page count.

= List the editing automation features in Word.
= List the 8Ws for better section flow.

= What are some of the rules of introducing

graphics in text.

= Name some of the items that impact a
proposal’s professional appearance.

= What is your biggest take-away from this

course?
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Thank You for Attending! @ Q&ﬁ;

OST GLOBAL SOLUTIONS ‘ff*c

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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