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Recap: Levels of Editing

Rewriting and 
Restructuring

In-Depth 
Editing

Moderate 
Editing

Copyediting 
and 
Proofreading

Editing assignments have to specify the level of editing required—i.e. the depth you will 
you need to go to before you get the proposal document in shape.
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Module 6

Moderate Editing
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 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.

Cutting Text Length to Fit Within the Assigned 
Page Limit Without Sacrificing Content

Trim in waves; start with 
quick fixes, and increase 
the level of rewrite, as 
needed.
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Exercise

 Compare the 
sections to 
determine what 
techniques 
were used to 
reduce page 
count in half 
and why they 
worked.
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 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.

Editing for Better Section Flow
Use the 8 Ws to structure sections more persuasively. 

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

When: In what sequence are we going to do it, 
per schedule or when have we done it before?

Wow: Powerful section conclusion

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

Who: Who exactly is going to do this part of the 
work, by name and title?

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

Why: Customer problem, challenge, or key risk 
factor behind the requirement
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 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.

 If 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.

Restructuring for More Persuasive 
and Proportionate Paragraph Flow
Just like in food presentation, negative space makes your writing more digestible.
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 The introductory sentence to a section should not be:
• 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 language right into the 
introduction or a hook to get the evaluator to read the rest of the 
paragraph.

Revising Introductory Sentences

Most sections will have weak introductory sentences; moderate editing tends to add 
polish and persuasiveness to the sections.
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 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.

Organizing Unfocused Material 
Find the idea, and then find the benefits and proof.
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 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.

Revising for Consistent Voice, Even 
With Multiple Authors

Your job is to enforce consistency in syntax, diction, and punctuation.

http://www.google.com/url?sa=i&rct=j&q=choir+conductor&source=images&cd=&cad=rja&docid=kM1Ewif_sodAdM&tbnid=RdVKcHuZTdo45M:&ved=0CAUQjRw&url=http://northcentralcollege.edu/academics/dept-div-progs/music/concert-choir&ei=2ONtUdWWLY7C4AOI2oHwAw&bvm=bv.45218183,d.dmg&psig=AFQjCNFjJuJFJ9p8Csfw4caDSzlUeqHetw&ust=1366242642502498
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 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.

• Look at each word in the graphic for typos, and make sure there are 
no mistakes in content.

 Title and caption all visuals in the document, including photographs, tables, 
spreadsheets, drawings, charts, and graphs.

 Titles should accurately and succinctly describe the graphics.

 Action captions serve multiple functions:

• Help the reader draw the conclusion you intended

• Clearly link features to benefits

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

Editing, Titling, and Captioning 
Figures and Tables

Figure #. Title. Action Caption.
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 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.

 If 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?

Properly Introducing Figures and 
Tables

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

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.
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More About Exhibits

 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.

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 
questions. Place it after the figure 
number.

Remember: Consistency breeds trust, so pick a methodology and apply it consistently throughout 
the proposal.
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 Perform a moderate edit on the 
handout.

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

Exercise

Put your newly-learned structural editing skills to work.
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Module 7

Copy Editing and 
Proofreading
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 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.

 It is critical that contractors follow suit.

 The key elements of plain writing are:

• Identifying your audience and the point 
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

How the Plain Writing Act Affects 
You

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

Simple

Stupid

Complex

Smart

Simple

Smart

Genius

http://www.plainlanguage.gov/howto/guidelines/FederalPLGuidelines/FederalPLGuidelines.pdf
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 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 

Editing Automation Techniques
Microsoft Word has a number of features that will make your job much easier, if used correctly. 
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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.

Using Spelling and Grammar Tools 
Effectively



COPYRIGHT © 2019 
WWW.OSTGLOBALSOLUTIONS.COM

PROPOSAL EDITING WORKSHOP| 20

Using the AutoCorrect, AutoFormat, 
and Other Auto Features

An alternative 
place to find  the 
Proofing menu.
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 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.

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



COPYRIGHT © 2019 
WWW.OSTGLOBALSOLUTIONS.COM

PROPOSAL EDITING WORKSHOP| 22

Using Wildcards

 Look through the information.
 Play with the searches in a 

document.

Wildcards speed up the global corrections process and help enforce consistency.
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 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.
• If it 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.

Editing for Conciseness

Concise writing uses the strongest nouns and verbs available to reduce word count and increase 
precision.

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)
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Trim Page Count by Eliminating 
Unnecessary Words

 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”.

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

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

 It may also be appropriate when discussing victims who are acted 
upon.

 If 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.

Eliminating Passive Voice or Determining 
When It Is Appropriate 

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

Your goal is to have zero passive voice unless contextually necessary; even figure callouts should be 
active.
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 Using two spaces between sentences.
 Improper heading and subheading capitalization 

(and inconsistent capitalization in general).
 Failing to use smart quotes (automatic quotes that 

look like 66 and 99 in Word).
 Overlooking agreement errors (subject-verb and 

pronoun-antecedent).
 Missing parallelism.
 Dangling modifiers (an add-on to the sentence 

that confuses instead of clarifying).
 Usage problems such as insure/ensure.
 Inconsistent verb tense.
 Lack of guideposts in the document:

• If a section is longer than two pages, break it 
into two subsections with headers.

Grammar Gaffes Every Proposal 
Editor Should Heed

Make it your habit to read about grammar, writing, and good business writers.
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Refresher for the Most Common Errors in 
Proposals

Error Examples of wrong usage Examples of right usage
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
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 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.

Making Finer Adjustments to Tone 
and Rhythm
Improving tone and rhythm requires careful attention to the meaning and sound of the 
words in the text.
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Editing Automation and Document 
Refinement Tools
 Hemingway App (checks readability and other 

writing problems, free if used online).

 PerfectIt (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).



COPYRIGHT © 2019 
WWW.OSTGLOBALSOLUTIONS.COM

PROPOSAL EDITING WORKSHOP| 30

 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.

Exercise

Put your copy editing and proofreading skills into practice.

http://www.hemingwayapp.com/
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Module 8

Editing Resumes and 
Past Performance



COPYRIGHT © 2019 
WWW.OSTGLOBALSOLUTIONS.COM

PROPOSAL EDITING WORKSHOP| 32

 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.

 If 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.

Cutting Resumes to the Right Page 
Count
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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.

Editing Past Performance Sections for 
Compliance, Relevancy, Length, and Consistency

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: 

SOW 
3.1  

xxx  

SOW 
3.2  

xxx  

SOW 
4.1 

xxx  

SOW 
4.2 

xxx  

SOW 
4.3 

xxx  

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. 
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 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?

Exercise

Practice working with a resume
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Module 9

Last Touches
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1. Header styles are applied consistently.
2. Bulleted lists use the same bullets and indentation.
3. Consistent style is used for body text.
4. Header levels are balanced throughout the document outline.
5. Sections longer than two pages are broken down into subsections.
6. 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.

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

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

10 Items to Check in a Proposal for 
Consistency and Professional Appearance
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 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 
that flows around them is readable.

 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).

What to Look for When Editing for 
Aesthetics
Evaluate the template of the document for color, layout, compliant margins, and a balanced, 
attractive look overall.
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 Use only one space after punctuation, periods included. IF 
you justify the text, Microsoft Word automatically adjusts 
spacing for the best legibility.

 Use a single return to start a new paragraph, and adjust 
spacing using Word line spacing settings and text styles.

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

 Use ragged-right or fully justified text appropriately.
 Use centered text sparingly. Left-aligned is ideal now.
 Use the alphabet-and-a-half rule to choose the right font size 

and decide whether you can wrap graphics or not .
 Minimize the use of all caps.
 Use proper typographical punctuation.
 Don’t use frames, boxes, or borders for no reason; they look 

dated, like white socks and a dress.
 Flag any graphic that contains clipart for rework.
 Use more white space, if you can.

Rules for Desktop Publishing for 
Editors

Alphabet-and-a-half line length rule:
When inserting focus boxes and 
graphics and wrapping text, the 
alphabet-and-a-half rule places the 
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 
alphabet-and-a-half rule. This is one 
of the measurements you'll use in 
finding the ideal line length/column 
width for your proposal (if you have a 
choice, of course).

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

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

Lines of type that are 
too long or
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 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.

• It’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.

Ensuring All Changes Are Made 
and Preventing New Errors
Proofreading is a job only for the most observant and methodical people.
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 Recommended software: 
AcroSeeker by Scion Analytics, Formerly 
Atebion, LLC – scionanalytics.com.

 Can come with the Document Analyzer 
suite.

 Finds all acronyms in a document and 
compiles them in a Word table.

 Includes acronyms without a definition.

 Paid edition allows to analyze all 
proposal volumes at once.

 Has dictionaries and allows you to 
create your own dictionaries for reuse.

Generating an Acronym Table
There is no reason to generate an acronym table manually in the abundance of tools.
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 First, review the document to ensure that all 
captions use the Caption style.

 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.

 To check cross-references, search for the word 
“figure” or “table” using Word’s Find and Replace 
feature.

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

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

Checking Numbering and Cross-
Referencing for Figures and Tables
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Modifying Styles If Needed
In a pinch, 
sometimes it is 
easier to make a fix 
rather than 
introducing another 
round of changes 
and sending a 
proposal to a 
desktop publisher.
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 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”.

Cleaning up Style Sheets for Fast 
and Reliable Formatting

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



COPYRIGHT © 2019 
WWW.OSTGLOBALSOLUTIONS.COM

PROPOSAL EDITING WORKSHOP| 44

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

 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.

Generating or Updating the Table 
of Contents

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.
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 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?

Recap and Summary
Let’s go over what we’ve learned.
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Thank You for Attending!

David Huff
VP, BD and Operations

c: 513.316.0993
o: 301.769.6602

e: dhuff@ostglobalsolutions.com

Olessia Smotrova, CF. APMP, Fellow
President/CEO

c: 240.246.5305
o: 301.384.3350

e: otaylor@ostglobalsolutions.com

www.ostglobalsolutions.com

7361 Calhoun Place, Suite 560
Rockville, MD 20855
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