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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

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 2 COPYRIGHT © 2019
WWW.OSTGLOBALSOLUTIONS.COM



Introduction and Learning Objectives
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Upon completing this course, you will have learned and be able to practice:

* Understanding desktop publisher’s role
and key attributes

e Locating all the key desktop publishing
commands and functions in the
Microsoft Word Ribbon

e Using the Ribbon, the Quick Access
Toolbar, and keyboard shortcuts to save
time on formatting and navigation

e Choosing a color palette

* Designing organized document
templates and style sets

e Working with Microsoft Word’s
automated tools to create reference
tables
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Importing raw content from multiple
sources into a single file
Implementing document design
Inserting and captioning graphics
Formatting text into tables, and
captioning tables

Completing a production run
Conducting white glove reviews, aka
book checks

Testing soft-copy collateral

Packing and labeling hard copies for
shipment or hand-delivery
Preparing receipts

Completing electronic submissions using
Adobe Acrobat
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How to Maximize the Learning
Process

* How adults learn:

* Understand WHY things work a certain way
Participate in exercises
Ask questions
Relate the material to your own experience
Take notes

» Bring up topics of interest to your job

* Move around during exercises
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Introductions — Who is Who @
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* Your Name and Position

HELLO

my name is
* An interesting fact about your life

or career
ax Your level of experience:

Beginner, intermediate, high-level?

- What are you looking to get out of
this training?
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dWhat makes a great desktop publisher

[ Customizing your virtual workspace
with the Word Quick Access Toolbar

dTips and tricks to quickly navigate the
document

dImporting text with Paste Special
QIntroduction to the Word ribbon
dUsing Format Painter

Module 1

INTRODUCTION
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Characteristics of a Great Desktop /op Y
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Great desktop publishers have the patience of Job, are fast, and have great stamina
= Attention to detail, including editing glitches
= An eye for aesthetics
= Remaining cool-headed under pressure

= Understanding of composition and design

= Computer-savvy; Rather than panicking in the face of a
mysterious formatting problem, ability to:

* Remain curious and interested

* Think the way the computer thinks about rendering

a document

= Technical mastery of Microsoft Word and Adobe Acrobat Important requirement: Have the

Pro latest versions of software; reliable
= Ability to fix graphics issues in a pinch when a graphic hardware; and previous versions of

artist is not available software installed on a separate
= Understanding of the RFP and proposal constraints computer (also used for CD-ROM

checking)
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Introduction to the Class Project

()
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This is a learn-by-doing workshop, so we will get to format a proposal together

= Open the document and get ready
to practice all the steps as we go
through the class

= Speak up if something doesn’t work

File Name: Volume | — Technical
Proposal for Formatting.docx
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1.0 Tethmical Capahility (Preparation Instructions C.3.a2; ion Factors ¢ (2) Factor
1, Element A)

Some o og tisted partrer to CASCOD, with a core competency i OE and the capabilite
denrelopiriert process. v addition to the optital tean, devy Bdngs & mumber gf velne-added
rescurces b Bhis requivernent including:

+ Industn-leading expertise in energy technology Resear h & Development [R&D)
from internal open source research and data archive;

* O data-rich methodology to drive better analytics and assessments; and

+ Prowen current stakeholderrelafionships to synchronize CASCOM's missionwith
the rest of the Army and DOD [curen tly maore than 15 organizations)

TRADOC assesse d the fithmre Operstional Erodropened of 2009-2025 to be dureasingly
expedifiorery, i nahme, with Teasing distribated opersticns presenting serions challinges to
traditional logistics ampport. We're omrethr coordinating with 10% Specisl Forces Group to
fruTeace their capability through OE cobttions for their oment miceion i Cerdral Sftics. Col.
Andrewr B Caaley, CASCOM OE Office Head, reiforced this dynamic recently in an indercioer
stating ° Fhee Bemttons livee 05t we ave wenling to vedire ou evergy footmant to free these assets
Jow ctfur wissiovs, extend aperaing distawe, Tevease Iater Rwe aoud operational enduararce,
and redice ¥isk both pevsovaal and fiscal

Char diverse mroabti-dicciplivary badkgromd shapes our teckmical and orgardmational spproach. We
designed an optinel organdmtional stochme that aligns persormel capabilities with the
perfonarice womk statemert (PWS) requitements. Figme belowr concerdrates our teckmical
sohation aroumd the 4 Ley tasks required by the CASCOM OE Office. O flat imati
stmuctre will leverage synsrgies amoss our entire tesn to colldborste s needed for all, foor tasks

Figure 1.0:1. Operadisnal
Lamstouct. dowe will suppent
CLALSC O with OF supmyart thvough
o pimany fasks outlined inthe
Erapinc 1o the laft. TR following
sections will dmorstrate o
tecinmcal competerie and mission
riErted @R b0 each hask
rodted incuveard relevare

This constract evsres We meet

omr  core  tesn mmiccion  of
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Using Commands in Microsoft
Word

Most professional DTPers use all three methods of working in Word

= Depending on how you like to work,
Microsoft Word gives you three different
ways of accomplishing the same tasks

1. If you are comfortable with Microsoft Word,
use the functions the Ribbon functions as
they’re laid out

2. If you’'re like Sally from When Harry Met
Sally, and you like to have things your way,
build a Quick Access Toolbar of your most
used commands

3. If you are an efficiency nut, memorize the
keystroke shortcuts for all the DTP functions

in Word (listed in your class materials)
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Customizing your Quick Access
Toolbar
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Accelerate your work by customizing your toolbar prior to starting

= The Quick Access Toolbar is a special row of icons located
above the Ribbon

= |f you prefer, move it below the Ribbon by right-clicking on
it and selecting Show Below the Ribbon

= To populate the Quick Access Toolbar, go to the File tab,
select Options, then go to the Customize tab in the Options
dialogue

= |n the drop-down menu, filter commands by popularity, the
tab in which they appear, and even choose commands
from tabs that are normally hidden

= This is a great place to put commands used often but which
take multiple steps to find

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 10

Insert Design
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Navigating Through the Document

There are two efficient ways to move quickly through the document:
Keyboard shortcuts and Navigation Pane

To navigate word by word in the document, use the shortcuts Ctrl + <
or Ctrl + >

To navigate paragraph by paragraph, use the shortcuts Ctrl + ¥ or Ctrl
+

Double-click words to highlight individual words

Put your cursor at the beginning of a line, hold the shift key down, and
click at the end of the line to select the whole line

Ctrl + Click = Highlight Entire Sentence
Ctrl + A = Select Entire Document or textbox text
The Navigation Pane can be displayed by clicking the view tab and

checking the Navigation Pane box in the show box, or press Ctrl + F

* You can search by objects like headings, graphics, or tables, or
by advanced objects like field codes

* Browsing by heading or by graphic are effective methods of
navigating the document

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 11

Navigation M
Search document ,O = _'

Options...
,O Advanced Find...

Headings Pages Results

|. Background 3 Replace..
II. Course Objectives and Content =2 GoTo..
4 Il Information Requested in the LaRC. Find:
1. Vendor Contact Information and. [.c) Graphics
2. Summary and Costs 3 Tables
3. Resume of the Instructor TC Equations
4. References AB' Footnotes/Endnotes

[J Comments »
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Additional Ways of Navigating . g;fcesw

Zooming in and out enables you to see the entire document in thumbnails, as if on a
proposal wall — and click on the desired page, zooming in again

= Zoom in and out of the
document quickly to find

5 Conergd ]
(C! One Page E . View Side by
= = — :

~[EIMultiple Pages _ Synchronous
00% New Arrange Split
1) Page Width Window Al Reset Windo

. . Window
the right locations: — e
* By using scroll bar on the 0
right-hand bottom of the e i O sany pages
O 100% O Text width
page O 15% (O whole page o
. . Left-click
* By using Many pages view percent; | 130%
on the View Ribbon, Zoom Preview
button AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZ
?@( i aBbCcDdEeXxYyZz
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Selecting and Pasting Text

OST GLOBAL SOLUTIONS » -

Text Selection and Pasting Shortcuts

Selecting a single word

Selecting a sentence

Selecting a paragraph at a time

Selecting the entire document

Using special paste options

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 13

Place the cursor inside the 2
word and double-click with the
left mouse button.

Click once inside the sentence 1
while holding down the Ctrl Ctrl +
button U

Hold down the Ctrl and Shift | ctrl [ Shift | /]\/\1/

Buttons while pressing the up
or down arrow

Press Ctrl and A
Ctrl |

Press Ctrl and V together to Ctrl E _
paste the text, then click Ctrlto \ %C‘";pl

activate the Paste Special =0

d ropdown Set Default Paste
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More Keyboard Shortcuts @ BaL
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 If there’s a function you use regularly and want to learn the
command, hover over it in the tab menus above and if there’s a
keyboard shortcut for it, it will appear in the pop-up.

* Alt + Tab = See all open documents.

* Use Ctrl + Z to undo and Ctrl + Y to redo.

e Ctrl + C=Copy

e Ctrl +V = Paste

e Ctrl + S =Save

e Ctrl + P =Print

e Ctrl + Q = Remove Bulleted/Numbered List Formatting
e Ctrl + D = Font Dialog Box

e Ctrl + Shift + * = Show/Hide Paragraph Markers

* F4 = Repeat (typically used for formatting—e.g. if you just bolded
text and want to bold another word or line, just click into the line
or highlight it and press F4)



A Walk Through the Ribbon — File

Tab OST GLOBAL SOLUTIONS » -

- Make sure only certain people can edit the

o — . document
§ @ ®
: N 1 - Strip out sensitive metadata such as document
1 Protect Check for Manage authorship
Document « Iszues = Versions ~

New

- Revert to an earlier version in case of a big boo-boo

= ;
5 Falt Search for online templates ye)

- Start a new document using the Normal
template or a custom template

- Create a new template from an existing
one; can find one on the Internet too

Suggested searches: Business Industry Personal Design Sets Event Education Labels

Save As @ Aa

Save as Adobe
e

Print Blank docu... Welcome... Single sp... Creative r...

Share
@-_. Motes on Mythbusters

=] My Documents\WorlhO5T documents\WritingheZine\May 2012

- Find documents you
just worked on

- Pindocuments to

the top of the list

Export

(W] VelumelSection 2 Contractor Organization
=] My Documents\Personal\Professional Development'Work Portfolio

Close

Account

Feedback The pins have disappeared
Generate an Outlook

: - in new Word, but you can
S email with the current hover over top of this area
document attached and you will see them
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Important Options in the Options

Dialqgue
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Word Options

General

Display

&General options for working with Word.

User Interface options

? X

a

- Show or hide spelling
and grammar mistakes

(%A |

A

nfo

Language

Advanced

Customize Ribbon

New

Open

Quick Access Toolbar

Add-ins

Save As Trust Center

= as Adobe

Account

‘ Options

Show Mini Toolbar on selection ©
Enable Live Preview ®

Updatesdgcument content while dragging @

ScreenTip style: |Sho alyre descriptions in ScreenTips >

Personalize your copy of Microsoft Ofi

David Huff
DH

User ™
Initials:
[ Always use thesSNglues regardless of sign in to Office.
Office Background: |No Badhground ¥

Office Theme: Colorful ¥

Office intelligent services

Intelligent services bring the power of the cloud to
provide these services, Microsoft heeds to be able to coll2w

"] Enable services

About intelligent services Privacy statement

Start up options

Choose the extensions you want Word to open by default:

Tell me if Microsoft Word isn't the default program for viewing and editing documents.

[ ] Open e-mail attachments and other uneditable files in reading view ® -

Show the Start screen when this application starts

Real-time collaboration options

When workina with others. | want to automaticallv share mv chanaes:

aOffice apps to help save you time and produce better results. To
our search terms and document content.

Default Programs...

- Customize
AutoCorrect options

- Change AutoSave
frequency

- Set AutoRecover
directory

- Embed fonts

D

- Cut, copy, and paste options
- Create backups of local and

remote work
Detailed layout options

Alwavs ¥

Cancel
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A Walk Through the Ribbon — Home Tab @
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Home

Calibri (Body) =~ 11 ~ A" A"  Aa- &, = - i=-'Z- IEIE 4§ Show/hide
B 7 U-aex,x A-®-A-[E=== formatting marks —
Font CRUCIAL when
troubleshooting a
document
. _ Open the Font
Paint selected formatting onto dialogue box Add borders to Open the
other text paragraphs Paragraph
| Adjust paragraph spacing; add dialogue box
y

spaces before or after
Use special paste commands paragraphs

#4 Find ~
AaBbCcDe | AaBbceDe AaBbCi AaBbCc AE[B AaBbCc. AaBbCcDt AaBbCcDi AaBbCcDi | _
TMormal |7 Mo Spaci.. Headingl  Heading 2 Title Subtitle Subtle Em... Emphasis  Intense E.. |- EE:”QE )
g5 x

Use Find and Replace
Open a list of all styles defined in the feature to implement

document repetitive fixes faster

Select most used styles to appear in

quick style area, for faster formatting
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 17 COPYRIGHT © 2019

WWW.OSTGLOBALSOLUTIONS.COM



Fep?
Using the Format Painter Tool 620
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The Format Painter tool is handy for quickly reproducing the format of a piece of text in
other nearby areas of the document

* Once you have a piece of text formatted
the way you want, highlight the
formatted text, including the line break _3 iz:;
marking Pafte - Format Painter
* Click on the paintbrush, then select the Clipboard
text you want to paint with those

attributes

* To format multiple instances, leave
Format Painter on by double-clicking the
paintbrush, then click it to turn it off
once you’re finished

* You can “borrow” formatting from other
documents and transfer it to the one
your are working on

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 18 COPYRIGHT © 2019
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A Walk Through the Ribbon —
Insert Tab 05T GLoBAL sOLUTIONs 42”2

Design Layout References Mailings

B
Cover Blank

Page ~ Page
Pages

ans SmartArt Chart Screenshot

Illustrations

Insert tables up to Insert picture from file
10x8; can also convert Insert a focus box

text to tables

Quickly insert a page break

Page Text Quick WordArt Drop @ Obiet ~
Number ~ Box ~ Parts ~ - Cap
Hdader & Footer Text

Insert date and time; using an auto-

Manage header L .
g updating time stamp is not recommended

and footer
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 19 Insert special characters and symbols COPYRIGHT © 2019
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A Walk Through the Ribbon —
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File Home Insert Design Layout References Mailings Review View ACROBAT Q Tell me what you want to do

/ (—

E (e D

ME - LB c B umbers 0" - i—fBefore: 0 pt . Send SID% T

argins Prientation Size Columns 3 s = = Pring end election Y
- - - - bt Hyphenation =fRight: 0" - f=Aifter 8pt - grward ~ Backward Pane ol
Page Setup, T Pargfjraph P Arrange
Insert page and section breaks Change amount of space
between paragraphs Set how text wraps around
Change width of page margins : . a graphic or table
& Pag & Change indentation of paragraph . _ _
Align and group objects on the page; this
is especially helpful for graphics with
captions
Title : —#Paragraph Spacing ~
Title
o Heading 1 : - A @E‘Hects v
e mromemoe mnmpmames- | Colors Fonts @ Set as Default Watermarl
Page Background
Change document theme Place watermark on pages
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 20 Add page borders COPYRIGHT © 2019
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A Walk Through the Ribbon —
References Tab

References

[Zp Add Te .,_[';'] Insert Endnote C’ﬂ Manage Sources

it Update Table B Next Footnote = (R, style: APA Fiftt =

Insert Insert
Footnote J Show MNotes Citation = lﬁjﬁlblmgraphy*
I Citations & Bibliography

Refresh Table of Contents; will update
both header text and page numbers

Place a footnote in the document;
unless otherwise specified

rarely used but if a footnote is needed,
it is required to be a proper one for
Create a Table of Section 508 compliance

Contents for the

document

Mark Mark
Entry Citation

Index Table of Authorities

Cross-reference

Captions

Insert a Table of Figures auto-
generated by captions
Inserts a caption beneath a
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 21 hic: Pt £ COPYRIGHT © 2019
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A Walk Through the Ribbon —
REVieW Tab OST GLOBAL SOLUTIONS 08" 8%

Home Insert Design Layout References Mailings

==| ABC N =
= AT
] ® % A

8f Thesaurus Word Check  Translate Language
Count Accessibility o <

Accessibility

Show
Comments \{

elete Previous Next

Proofing Language Comments

Insert comment; useful for querying other Turn track changes on

Check spelling and grammar, run team members working on the document and off

readability statistics

‘3 Previou'

Compare

Block\ Restrict
Authors

| Reviewl (¢ Pane - Accept Re_]e(:t

- -

wl

Tracking Changey Compare

Move between tracked

View document in original changes, and accept or

or final form, with or : Compare or Set permissions for
' reject them : who can edit the
without changes tracked combine the docurment
View different types of changes, current document
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 22 such as insertions or deletions, with another COPYRIGHT © 2019
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 Where to find compliance information in
the RFP

O The elements of a proposal template

L How to choose a color palette and design a
clean, attractive document

O Setting up front matter and creating
sections within the file using breaks

O Setting up and using Word Styles

Creating the Template

Module 2

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 23 COPYRIGHT © 2019
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Understanding and Incorporating @
RFP Requirements OST GLOBAL SOLUTIONS

Read the Proposal Instructions or Section L very carefully for document design requirements

The government will usually specify the front matter and many design elements you need to
include in your proposal — typical requirements include:
» Reference tables, such as a table of contents, a table of figures, or a table of tables
* Information requirements for the cover page, such as solicitation number, offeror name and address, due
date, and possibly signatures of senior leadership
» A specific legal disclaimer provided by the customer which must go either on the first page, or on every
page
» Specific fonts and font sizes, page margins, paragraph spacing, single-sided or double-sided printing, and
types and sizes of graphics

It’s important to separate out individual front matter elements with section breaks

* Helps keep the document neat and organized

e Can allow you to modify headers and footers within individual sections; for example, you don’t want
page numbers on your cover page, and you often might want to use Roman numerals for front matter

and Arabic numerals for the body of the proposal



Elements of a Proposal Template @
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A proposal template consists of the page layout, font/color choices, and header and
footer design for the document

= Considerations include:

Is this a hard-copy or soft-copy submission?

What do the RFP instructions say about
typeface, font size, paragraph formatting,
margins, graphics complexity, and
information to include in the header/footer?

Is the proposal in one- or two-column
format?

If the submission is hard-copy, does the RFP
ask for single-sided or double-sided
printing?

How many levels deep does the outline go?
How many volumes are there?

Does the RFP call for appendices to the
proposal?

Will you need to include any 11”x17”
foldouts?

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 25

217, Task”: RFIRFP Managenent:

Comcice | comprebunsive desoription of spproach (Le. howrae satisfir this WS area)
Dyddress the required deliverdble

2.2 FACTOR 2 — MANAGEMENTAND STAFERG
Provride short rdroduction of highlights of our B FIoCesses and procedures

L1 i Processes and Procedy

Provide description of ditical management systeans that srnme timebe, complete ,high quality:
perfonmance of the PYWTS:

o Orgamizstion churt (I'T or hisrarchical?) showring irgerrelationships irtaractions Lines of
axthority

«  (uality Control

+ CMTM

+  ERikmamaganerd

+  Perfoomance Teporting

+  Subcordract maragement

»  Warfighter-forused plarmdng
*  Seomitye

2221 jal and Superviscry P 1R
Provide chort frdroduction to managanert persormel. Address BFP Sec. H, 5152.204-4001
CONCETES

[Feamres are exchided foomm the page limit]

RESIME 1: FROGRAM N4WAGER— WANME
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Process for Creating the Document @ faeprd

v

A

Setting up 1. Create a blank 2. Incorporate 3. Lay out headers 4. Add visual
document document RFP requirements and footers appeal

template e Go to the File tab, e Set page margins ¢ Include all info e Set up color
takes an click New, and at the minimum required in the theme
extra 30 select My allowed by the RFP e Set caption and
minutes Templates RFP or 17 e Include legal heading styles
upfront e Click on Blank e Adjust Normal disclaimer in the e Add graphical
but saves Document and style, including footer embellishments
hours click OK ‘ typeface, font » e Add page ‘ to the header
e Select the size, line spacing, numbers to and footer
/atEf; Template radio and paragraph footer e Look for ways to
when you button for a spacing e Group increase white
need time multi-volume information (negative) space
the most proposal together logically
e Add top and
bottom separator
bars
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 26 COPYRIGHT © 2019
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Consider the Design . 29
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To help evaluators not skip the important sections, you must visually structure the
document so that the main ideas catch the readers’ attention

Serif Font Sans Serif Font
TypOgraphyI Thick and Strokes have
thin strokes Plain even width

. . . Serif
= Serif faces may be easier to read in o

continuous text than sans serif faces \ l
Y

(Times New Roman) / \. l
= Sans serif fonts are best for graphics and I ITﬁ
headings (Arial, Arial Narrow for space

purposes) Century Old Style Futura Book
= All caps reduce reading speed by 13-20%

= Continuous italics type significantly
reduces reading speed

= Underlining looks dated

= Readers pay attention to contrast among
typographic elements such as bold, light,

extra bold
DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 27 COPYRIGHT © 2019
WWW.OSTGLOBALSOLUTIONS.COM



More Design Considerations
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Comprehension increase is important in evaluators’ ability to appreciate positive aspects
of your proposal

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

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 — if you want
the look of all-caps, use small-caps instead

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 28

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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Visual Hierarchy
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Ordering of images, headers, and text helps evaluators quickly understand relative
importance of document’s elements and helps skim the document effectively

Heading 1 style should be

larger, brighter, and more

prominent than Heading 2,
3, and so on

Indenting should be clear
on bullets and sub-bullets

The most important items
on the ﬂage should be
larger than the least
important

Important win themes, key
words, or discriminators
should stand out in focus
boxes or pull-quotes
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Bureponse to
Solirftatinnd 91 CRE-08-R-0092

Exhibit?.0-5, Quality Convicol Pecsennel in WA S Ts. JIEDDS receives H) g?mqwmxy LT
Bevause ek af o MASTS Aas o [aast e designated mamber 10FaCIaIE PUOCESS PEVIEWS.

[ orals presertaticn vwill disonss the Tamaining elamerts of o approach, The folloving
C4CtinIpTeSEREE U L4k T trans i vtk P e iom dmpact sl withont lose of

mstinationallavneledge.

2.1 Appreach to Tramsition firom Incumbent Contraciors [L.1bh3]
O epgoec o s s Sk e o Savo ol fermoat i laeo g3 gt of o erprebomiv pla,

z2d s 2ra oady B e implemenstion oa Dy 1

To fmplimert 4 ceamlese tranciticnfom the Tomsbert covtTactor to o Tean, with maomums
Comtinity mmd minimal mpact to operations e developed a comprehensie rmsitionplan, (i

plan s hased on 4 tested, proven,, and srartimed transirion miode1used on dozans of successal

traeitions by Team (S5, e vrell o our ofthe TRID strachure, sind

operstinmal tempo (TP TEMP ), O plahelps 1o mitigate the rnnlipl risks inferent ina

ransition process and corsists of five key compporerts:

1. A dedicated Transition Mansgemuat Tean (T T)focused on the identification wd selection
of qualified inambent perscraie] wd the transfer of missian respausibilities

2. Foow cauthe exeortion of traneition aotitities and the ectsblickenert of BUAS Te @ e with.
the TRID structme.

3. A detailed transition plan that alloves the flesdbility to respond to Teal-time Tequirenerts
fhrough contiuons @ stracbred dialogue withthe Cordracting (fficer’s RepTecentative
(COR), TRID leadership, and inomberds.

Regula in-process reviews with our B our Divector of Operations, Daell. Childs; sd our
Presidert , Bobly Bladasell.

5. Mudewtiss of sr Mimosot ShogeP B Portal (EMPte
furilitate nfommation capture, sacnge, mrlshmlgmdl.upmmd.emgn s Teports.

Char BOWD emsbles and evbutcers all acpects of compmeamications snd colldboration, « chowm i

Exhibit 2 1-1

Tt or disclonme of dita cortaited in this sheet is subject to the Testriction
ot the title page of this proposal Page 5

Ir\n o Lo

Exhihit2.1:1, Tean G55 EMP. Tean 355 willuse our Web portalto sible TRID leadership
mondtorivg, facilitate collsboration, smachare workdlowr, and speed admnictration processing and
paperaor.

The KD is the single poit of entry to o aritical areas:

1. Momitoring of all transition activities

2. Collshorstion smong the COF, TRID leadership, L'he TMT mmhgrsmke'holdm

3. Wordlowr wisihility for transitiom and post-trmsition)

4. Virtaal visibility to rapidby e-process perscrmel, track, the stabas , and report. o persarmel
trimetion.

2.1.1 The Transition Management Team

Exchibit 2 1-2 presents the composition md responsibilities ofperscrmel vvokred during the task
ordeT trane ition period , with our AP So cm.Frmmn]eadmgﬂ\e TRIT. k shwnars the transition
artiuritier grovp that fnchades the fractruchme etaf that coordinates activities amoes Team 355 ]

1. Froorom exectes daily activities inchiding finalizing questiorevires , chacklicts , and
termplates. He aloo meets with TRID leadership and inoomberts to oo ]lecLami\mdgrslmdﬁhz
CUITert Processes and procedures, 4s well ac to develop arg additional requiremerds froon TRID
leadership. We willuse the metrics shovm it

Exhibit 2 1-3 to track ovrprogress

Use or disclonme of data contaired in this sheet is subject to the Testriction

Page 6 amthe titlepage of this proposal.
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Creating a Visually Appealing @
Document

The more white space you can afford to include in your document, the more
readable and appealing it will be

Make sure your heading styles
use a hanging indent instead

FuIIy—justified.t-ext -is hgrder to read than left-justified, so try to of allowing second line to
avoid full justification if you can begin at the margin

Use Word-recommended 1.15 spacing, at a minimum, within Set bulleted and numbered
paragraphs, or 1.50 if you can afford it (old Word 2003 spacing is lists apart from the rest of the
1) text using indentation

Add at least 6 pt spacing after each paragraph, to break up walls " Indent bullets by at least
of text; using 12 pt spacing for 12 pt font, 10 pt spacing for 10 pt %" from body text on
font, is ideal both sides

Leave a space of at least the same point size as the size of the " Use hanging indents for
heading before it (12 pt for 12 pt, 14 pt for 14 pt), but keep it multi-line bulleted or
close to the following paragraph, so that the heading and text are numbered text

grouped together attractively



Layout Types

OST GLOBAL SOLUTIONS

Every layout type
has its advantages

and disadvantages,

and impacts
readability and
impression from
your proposal

1 column

2 columns

QUALITY

quality is & Tewn ofort which is docznented more Sally i the Miraganet section,
hr PA incorparstes gate changes, neview, and lead times drto the Project Releass Schedule
wiich i Baselined, reviewed, and updited weskly, Our QA Lead encures all SLM atifuts are
completed amd spproved using ICE mandated applications, tools, and templates with final ver-
cinmed recub puched 1o ELBS, oll SLAT gite decisione aTe seticfuctorily complated; code is

tested. Code cordigursion is managed by our Erbvncermert Team Lead,

TEAM EXPERIENCE
The follovring damonstrates o Tean®s successfil exeotion of the SCR process:
ICE SCR Experience: Company amratly s O curvices to ICE"s EAEM and Wbl
DEHT systamn, s tecorded i1 EABM relesses (9.38, 939, and 9.40) and Wb DENT releases
(L2T md 1.28), Compary mccessiilly completed elevam (11) SCRe betmean the 070 syvtans
e comtivnte to’ deliver timely code chamnges that e fally comnp st vrith a1l ICE SLI and Agile
procedires. TRES suppacnt Dclucsd emergency release fov an SCR 10 modfy the Fam M7 per
Dipecten Mevtow's cownitners wiieh was cowpleted in 2 days.
CEP SCR Experience: E&A apports CEP's TECS, an wmubrells [rogran with over 30 sye.
tems. B s o lage-scale (10 M+ fransactions per day), perfmmance driven (1 to 3 secomds Te-
sponce time) sysvan. F1 CFI0IZ our teaw successflily delivered over 300 mairmenmee SCR,
Flly covpliant with ail DET @ specific OBF
123 Hméistion! Reporsing
UNDERSTANDING
SEVIS™s sutanefve user commmmity Tequires  adhoc Teports which michide: T data an ex
chamge visitors; Lists of emdumge wisitors that applied for change staas Guring  certain period;
and Liste of exechvatige vicitors ommerhy participating in o patioalar state in addivioe to the Toing
reports T 45 part of nommal SEVIS operstions ameng others. SEVIS inchades & Tovw Based re-
poTting tool to Tespond to rok-Toutive (ad-hoc) Teporting Tequests
Mairdenance spport s Tequired onthe tooland ftsmderhring Tepertive dits repositery. B is also
Tequired it Tesponce to Touting and von-rotine ad hoc Teport Tequests
COMPANY TEAM METHODS
Matrtenance for Teparting tools and Mmdsrlying dita store is dismnsced i the fallwring NEIEE
section.
Fuport Tequests gwrwrated wis Remedy tansirs from the SEWIS Help Desk or per request wonld
e revievred with the Govemonet as part of spproved SCR procedure, Approved ad-hoc Teports
are fcorporatsd as part of our Scnmn daily stmdap meetings and Sprira. Reviswr This allows
fll tesm visihility o veorsload; provides opportmdty for COR 1o prioritis: Tequests; and estib-
Tishes target completion date for Teporting back to castomer
Upon Teceipt of . qpproved 5CR for adhoc Tepatt, we Sllow 4 modelbased Teparting process
0 COTFTE & TISET Tequest 1o a camplste Teport. This method followes an TTIL process nsing Agile
S to e repeatable, quick, @ ACOTLe DTG

#1 - Coptre adhoc Teport Tequest i Remmedy
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123 Sméisficel Repevting
UNDERSTANDING
SEVISS eMieneiive WS4 CORMMBY Tequires
adhoc reports which inchde: o dita on e
change visitors; lists of exchnge wisitors that
applied for change status during 4 certain peri-
od; and lists of exchurgs wisitors cumently par-
ticiparitg i & partionlar state o addirion to the
ToWe reports T 4 part of nommal SEWIS
opetions among others, SEVIS inchudes a
Jm Eaced mpm_mg o0l to Thepond to Rum-
Toutie (adhot) reponting requests
Dairderence support is Tequired on the tool
and it wdirlying reporting dits Tepository. B
is dlso Tequired i Tesponise to Toutine and om-
Toutine ad hoc report Tequests
CoMPANY TEAM METHODS
Dirernce ST Teporting tools and wderky-
ing dta store is discussed in the follovring
OBIEE section
Report requests geumated via Remedy trans-
firs from the SEVIS Help Desk or perzequest
wold be Teviewed with the Govemmment s
pat of spproved SCR procedme. Approved
adthoc Teports are incorporated as part of our
Sonam daily standap mestings and Spriet Re-
wigw. This allows fill team wvishiliy o
wrorkload; Trovides opportmity fr COR to
‘prioritis: Tequects; i eetsbliches target com-
‘pletion dite for Teporting back to customer.
Tpor Teceipt of 4n spproved 5CR for adhoc
meport, we follow 4 modelbased Teporting
FTOCRSS Lo CORMEIL 3 11SeT Teguest to a complete
Teport. This method follows an ITIL process
using Agile Somn to ensre Tepeatsble, quick,
and acoumate TepoTting:
#1 - Capore adhiod repont Tequest i Fumedy
# 3 - Review Enowledgebase fir same/sinilic
adhoc Tequest; if fund walidste Tequirements
and exentte queny to generate Teport
# 3 — Mew request,, wilidde requirements
# 4 - The the model hased adboc query and
Teporting tool to develop the statistical Teport

# 5 - Varty wd vilidate the Ui Tequest by
damonstrating the statistical Teport

#6 - Devslop reports n Faabaced tool

#7 - Sume adhoc quny and Teporting tool
Teport; updite Knowledge base o Teuse
QUALITY

Execution of existing spproved ITIL processes
for Service Desk requests (see Sectiom 23
Maitenmye Sovices on Page J0) are moni-
tored for complimce by oo PML (also fanc-
tioms ¢ Operations Support Lead). Ouruse of
4 Knowledgebase too] spprovediprovided Ty
IEE, or pat of SEVEAMS) ensures that
sampjeimilir Tequests are handled consistintly,
quickly, and vrithout Tevrar:.

Approved Toutine Tequests are executed using
approved ITIL processes for Teporting s part
of the Tequest fulfilimers process; data quiliy
is validated by System (& priorto delivery 1o
Teguesting  CuStomMer; ponm  CUStoMMT  ac-
ceptance, ticket is e

ConPANY TEAM EXPFRIFNCE

CEF Jeve Based Stntisticn? Repovsing Expe-
rignce: D tean developed & Java based To-
potting system for the Westem Hemicphere
Trovel Buriivs. Thic Hporting vebicle pro-
wvides statistical Teposting to all levels of CEP
managmet fom the Officers o the Ports of
Bty to the Exenttive masgomant in the
Commissiomer’s Cifice.

MIST A Foe Smustonl Repviing Expet-
ence (0 teum developed 4 costom b
ased seputti ool using. Jsper, (T, Ore
cle, B, and Flot. The adhoc eperting tool
provided robust. search. capabilities vrith stais-
tiral data howt FIST Associttes (conmty of

Officer (I550), bfoonsion Tedmology Froject bamager
(TPM), Architscnme/Cordizurarion Minagemere (CII), Tu-
plemmtation Mg, A Sarvice Deck Suppert. ALl stake-
holders mst be mzazed 4t the statedidefined points i the
vourkdlovr L ensure timely and complimce service delivery.
The Compay Tean’s wparimes pafoning DHS 083
support services offrs us the idepth expertise 1o perfonn
immediately on SEVIS vrithout segy spinup time “leaming the
DHS ud ICE ropes”

121 System ChangeRaquists SCR5)

UNDERSTANDING

Following 4 struchmed changs managament proces, [CE ues
SCFs to identify, track , and qpprove uprovements to SEVIS
Support only comnences upon receipt of Covenpmert sp
proval of the SCR. The PWS identified the nn_inpaudmnn—
ber and estimated level of fort based on classificstion (s 2.,
minor, moderste, major, and extra-lage).

COMPANY TEAM METHODS

Our Team tracks all time spert on the spproved SCRs and
0451 compared vrith Enhumcemet (e.2., confion 25% 081
vs T5% erhancemse historical data) Sralysie of acnml
sgguinst, aticipated dita i completed by our PR and provided
it mordhly progress Teports.

The Compary Team adhures 1o the ICE SLA and Agile m.
‘plamntation mthodelogy. W vorls with the SEVIS Prodact
Ovmer during sprit pliming meetings to obtain spprovil to
move SCFs to the sprirt barklog, este the Droject release
cchadule will 41l ke milestotues , dependancier, Tesourres , ad
SLM gate decicions to ensme that the parkage is delivered per
IEE’s required deployment schedule.

We align our Telease Tequest (inchudes list of spproved SCRe)
to the System Enginering Branch’s Sprin. Cyele

Our System Quality fenmace Lesd ensumes the Sollowing
ke processes are complited:

HL - Recefve Approved SCR

H2 - Send & Hotice of butert to Felease (HIE)

K3 — Trovide Project Schedule

4 - Paion Development Activities incloding Functimal
(Quality Test (FIT)

S - Oubmit Development Test Anabysis Report (DTAR),
Developumert. Test Plan (DTP), and Versioe: Deceriptice, Doc-
pnert (VDD) t ELMS and cods changs to CM Tools

QUALITY

Ensurinig quality is 3 Tean
effort which 5 documented
more flly i the hEmage
mert section. Cur PR -

the Project Release Schgd
ule which i

viewed, and updmdweek
Iy, O Qé Lead moures
all SLM atifurts are com-
pleted and approved wsing
ICE  mumdated  applica:
tioms, twols, and tavplies
writh final versioned Tesults
pushed to ELMS; oIl SLM
Zate decisions are satisfac-
torily completed; code i
thoroughly testsd. Code
configmition manszanent
is maaged by ow B

hacorrord Tean Lead,
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Most Readable Formats @ {20
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Research results by Christine Menna, University of Pittsburgh at Jonestown, 2011

= Readers are most willing to read the %
page format with pictures and focus boxes
in the margins

= Double-column text and single-column are
no different in reader willingness,
readability, and comprehension, as long as
there are pictures

= Color + Graphics = Readability

= All important information should be
presented at least 3 times for greater
comprehension
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Creating a Color Palette From an
Existing Graphic

Color has a deep emotional impact on people

Choose a source graphic — your logo or your customer’s
logo, for example

* Note: Check with your graphic artist to make sure there is not
already an existing palette

Go to http://www.pictaculous.com

Upload a picture from your hard drive and click on “Get My

Palette”

Copy down the six-digit codes under each color swatch —
these are the HTML hexadecimal codes

Go to http://kuler.adobe.com, mouse over Color Rule, and

select Custom

Enter the six-digit codes from Pictaculous into the Hex
fields on the Kuler page

Copy the RGB values for each color — these are the
numbers you will use to set your palette in Word

v 3‘1
&z B
¢ B&P
g b
: W% acapemy
&*i

OST GLOBAL SOLUTIONS v

2 Pictaculous
= a color palette generator

Ever wonder what colors to use with an image?

Upload your image - get a color palette!

GET MY PALETTE

classical Blake 2


http://www.pictaculous.com/
http://kuler.adobe.com/

Setting Up Your Color Palette as a @ ‘
Word Theme OST GLOBAL SOLUTIONS %&2

So you have a nice five-color palette to work with — now what? oS [ 7oeimvon | ererence

= Remember that lighter and cooler colors coon) 1 [ 15 [=] S®
are easier on the eyes than stronger or s 3
brighter colors — so go easy with the neon " BOOEEEEE o
orange and use lots of muted blue or gray BOEECEEE  Agsceny

= To set up your palette in Word, go to the :SEEE:E: ot
Page Layout OR Design tab and select the e ——— -
Colors drop-down menu, then select Create ————
New Theme Colors... OR Customize Colors... BOEEEEEE Austin

= Next to each color category, use the drop- :g:::::: E'qmtyt'

down option to select Use Custom Color, BOBCEEE cssento
then enter in your RGB values BOREEEEE e

= Check the preview of your theme to make WLNEEEER Fow
sure it looks nice 3

Create New Theme Colars...

= Don’t forget to give your theme an
informative name
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WWW.OSTGLOBALSOLUTIONS.COM



Creating Compliant Front Matter

VE {

s &P 1}?’1

: W% AcADEMY Y
i*i

W, Y
el p%“
OST GLOBAL SOLUTIONS v
= CheCk hOW many Sepa rate items Insert Page Layout References Mailings Review View Add-Ins A
of front matter the RFP calls for n [ [ B S I
'j Page Breaks
° Cover page? TOC? Table Of I'\ﬂarvgins Orienfatinn Sife Ccull.lmns _J Page
. Page Setup b Mark the point at whic_h one page ends
figures? Glossary? Acronyms? : % andthe next page begins,
* Note: Reference tables may be combined into a single J et that the text fallowing the column
SECtiOI‘\ = E_ break will begin in the next column.
Text Wrapping
= Go to the Page Layout OR Layout ribbon, and under j pages such as caption et rom body ter,
Page Setup, click on the Breaks drop-down menu Section Breaks
. pJ ﬂnf:“;asg: ion break and sta ene
= Insert as many Next Page section breaks as there are g anthe nestpage,
pieces of front matter required Contivous ——
— section on the same page.
= When adding in front matter, make sure you enter text -
. o T o .
and objects above and to the left of the section break —E  edion anthe nes evn numbered page.
= Make sure any legal language the RFP calls for is added ;ﬁ Insert a section break and stae the new
=22 section on the next odd-numbered page.

to the cover page and body footer, as needed
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Making Placeholders for Reference (@)

& ACADE
T+ 2
Ta bles OST GLOBAL SOLUTIONS %5 &

Home Insert Page Layout

=g Add Text = i1 Insert Endnote
Cj

First, make your table of contents:

* Place your cursor above or to the left of the
section break in the section immediately after
the cover page

* On the References tab, under Table of Contents, select the Table of
Contents drop down menu and then choose Automatic Table 1

* Depending on how complex the structure of your proposal is, you
may want to go to the Add Text drop-down next to the Table of
Contents menu, and de-select Heading 3 — you only need to include
it if your headers go four or more levels deep

¥ Update Table AE Next Footnote ~
Insert
Footnote

Table of
Contents -

2 of Contents Footnotes

Add a Table of Figures and/or Table of Tables if needed: ﬂ
* Either in the same section as the Table of Contents, e e etuenc
or in the section following R o

* To get a Table of Figures or Table of Tables to generate correctly,
you must use the Insert Caption command to create all captions in
the document



Formatting the Document Using ) {per

Breaks

OST GLOBAL SOLUTIONS v &%

= Word has 3 main types of document
breaks:

* Page breaks are most useful for a piece of
text that is not autoformatting nicely (not
good for much else, so use sparingly)

* Column breaks save space on bulleted lists,
and smooth over awkward automatic text
breaking in a two-column-formatted
proposa

* Section breaks are a desktop publisher’s
bread and butter—they let you:

e Change header and footer formatting from
page to page

* Insert large and complex graphics without
disturbing the flow of text

* Format parts of the same page differently

* Use Roman numerals for front matter and
special section page numbering for
appendices, and so on
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=
>,:__'| Breaks

Page Breaks
—J Page
» Mark the point at which one page ends
ﬁ and the next page begins.
I Column
= Indicate that the text following the column
= break will begin in the next column,
s Text Wrapping
r— Separate text around objects on web
pages, such as caption text from body text,
Section Breaks
MNext Page
b Insert a section break and start the new

Il

section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

L

Even Page
Insert a section break and start the new
section on the next even-numbered page.

|

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page.
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Creating Polished Headers and Footers @
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= One of the marks of an
excellent DTPer is knowing
how to:

* Create mirrored
headers and footers for

proper double-sided
printing Company logos are often a good

) addition
e Vary page numbering \
across document . A~
sections Q H = (|bal

* Format header and Date Quick \Picture
footer inf tion i fuTime Parts @

| O.rma lonin Header & Fip! Insert Mavigation

an aesthetically , ‘/

pleasing way

Use this when you only need a cover If you have narrow margins, use these
page and no front matter options to save space

NEVER use clip art

Go to
ader Footer

Show Document Text ﬂ Insert Alignment Tab

Options Position

Automated page numbers are
= To access the Header and essential to good desktop publishin
Footer toolbar, double-click

éink to Previous is a key function — it If you are required to print double-
allows you to change the content of sided, using different odd and even

: : headers and footers between header and footer designs will
in the top or bott(?m margin NEVER use pre-generated headers sections of the document create a sleek look in production
of the page. The ribbon and footers, or automatic parts
below will pop up: other than page numbers
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Taking Advantage of Word Styles to Save @
Time and Make a More Robust Document

Styles in Word are a DTPer’s key to
enforcing consistency

They save time on generating reference
tables, and let you quickly implement
changes across the entire document

You can apply a style to a paragraph by
placing the cursor in the text, and either
selecting the style from the Quick Styles on
the Home Ribbon, or by opening up the
full list of styles and clicking on the name
of the style

Always apply formatting to text in a
document as part of a defined style

B&P

*x*

OST GLOBAL SOLUTIONS

The Normal style is the basic text style
that Word uses in the document

It is the foundation for all or most of
the other styles you define

* When removing formatting from
a section of text, it reverts to the
Normal style

* Be careful when changing the
Normal style, as you may cause
unintended effects such as text
spreading out over the page limit,
messing up tabulation, and so on



Creating and Editing Styles in Word @ 4 RS

OST GLOBAL SOLUTIONS %5 —&¥

= To create a new style in Word, Styles - x
create a section of text with the DefoultPeragraph Font @
ﬁroperties you want, then No Spacng v

ighlight it and right-click e wl]

Header
= In the drop-down menu, select

Hyperlink a -

Save Selection as a New Quick oty i =~ T =
Style...
y - pS_qta::;‘;pe: ::::gjpial'agl'apl1al1d character) ODﬁDI’IS...
z When_?/ou access the dialogue, B
you will have additional options =]
to modify the new style T T ——
= Alternatively, you can open up T
the Styles pop-out menu and
click on the New Style button e Brapest et g o KT proen e L Severi
n -I-.O edit .an exis.ti.r]g Style’ You Can establishes a communication vehicle to provide s
right-click on it in the Quick Style e I S e e
Toolbar or the Style menu an o s
select Modify S ek Y
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Managing and Importing Styles, and @ J
USlng QUICk Styles OST GLOBAL SOLUTIONS %’*""Z?

b
Styles X
= Open the Styles menu, and
. . Default Paragraph Font a =
click on the rightmost No Spacing - ,
bottom button to open Heading 1 13 1 Mgnage Sties L2 |
H Header a 2
the Manage Styles window Hyperink a :/// Edt | Recommend | Restrict | Set Defauts |
= From here' |mp0rt styles [F] Show Preview Sort order: | As Recommended E [T] show recommended styles only
from a pre-existing [T Disable Linked Style Select a style to edit
template, clean up the list of styles, and Optiar. . "
. . . A Default Paragraph Font (Hide Untl Used) T
select which styles appear in Quick Styles 3 o Spacng E
T4 Heading 1
. na H:d:ﬂg 2 (Hide Until Used)
Ta ding 3 (Hid il d)
. Dlspley only the Normal style, the number of _ 12 Headrg 3 (ride Unti Used)
a i i i i
headings corres'pondlng' to the document outline, 22 Headng 5 {ade Untl sed)
and a bulleted list style in Quick Styles for the 8 Heading 7 (Hide Until Used) -
authors and editors Preview of Normal: "
= Remove anything you will never use S
.. el Line spacing: single, WidowfOrphan control, Style: Quick Style
* This is critical when your company reuses the
same t'empla'tes repeatedly, as different styles
get built up like dust bunnies under the sofa
° Hav|ng too many Styles def|ned can Iead to @ Only in this document  (7) New documents based on this template U
strange errors and mishaps ImportfExport... I
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Cleaning Up Existing Style Sheets
for Fast and Reliable Formatting  osrciosasorumons =2

If you have been provided a template, de-cluttering styles Right
. click Styles o
early on will help keep the document clean
Clear all -

= To prevent the style e | P Norm T

sheet from becoming cute . oree e | T [N Spacing e

Cra m med Wlth u n used L . “ ;id;tf: Mo Spacing to Match Selection

Stylesl SEt dEfaU|t paSte Sty ) ) . a S_electﬂlxllll: (Mo Data)

tO text O n |y | ::::,:A” | Remowve All: (Mo Data)

+ Under File - Options > o S
Advanced - Cut, copy, o e
and - aste 9 Change 10 pt, Black, First line: 0 Quote 1a
the first four options to oL B 0 Intense Quote 18
Keep TeXt Only 10 pt, Black, Left: 0.5, F Subtle Reference a

10 pt, Black, Left: 1° Intense Reference a
= To delete an unused oot s e e i v
style, open the Styles fopt 2ol
window, open the drop- o o _ .
down menu for the style, 105t Bo e T SR
d select Delete style e
an [] pisable Linked Styles Oplons...
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Defining Table Styles

()

a

Create Mew Style from Formatting

—

Propecties
ame: Table with Banded Rows 1]
Style type: Table
Style based on; [ Table Grid
Formatting

Apply formatting to:

Odd banded rows

Fl Fle 7 o

Automatic

[=]

. Give the table style a
~ descriptive name

=]
[=]

@

— =) 0 6
East 7 5 19 q
West 6 4 7 T7
South 8 7 T~ 24~
Total 21 18 21 60 TN

Top: (Mo border), Bottom: (Mo border)
Pattern: Clear {Text 2), Priority: 100
Based on: Table Grid

OST GLOBAL SOLUTIONS

= Insertalcell x 1 column table
and place your cursor inside it to
access the Table Design Ribbon

= Expand the quick table styles
drop-down, and select New Table
Apply formatting

to different rows
and columns

[

Change text
.

alignment

T~ Cell fill color

Choose which
borders to apply

Try my pitch on new client - Word

/

Q Tell me what you want to do

Design Layout

~ Change weight of

Table Styles

borders

Choose
border style

@ Only in this document () Mew documents based on this template

Format = QK ][ Cancel

> Advanced formatting options

ULIONTUI FTUDLIOTTITINGO T UINT NV VOAL T TWJI LJJlUl‘lI'\l—Jl J
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O Importing raw text, tables, and
graphics

O Implementing your document
design

O How to handle graphics insertion

O Updating and debugging
reference tables

=BT <
Module 3

DESKTOP PUBLISHING THE PROPOSAL
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Importing Content into a Clean @ &P:
Document OST GLOBAL SOLUTIONS g%;z&f“

Pasting from different programs requires different techniques to account for the quirks
of moving data between programs

= Use the keyboard shortcut for pasting text only when importing large
blocks of text from one document to another — Ctrl + V, Ctrl, T

* Use the same method when copying from a PDF — just be aware that text -—

imported from PDFs has hard returns at the end of every line

= When pasting from Excel, highlight the range of cells you want to bring
in, then press Ctrl + V to insert the content as an unformatted table

= When pasting from Powerpoint, make sure all your graphical elements
are highlighted and grouped together

e Paste content as a picture — Ctrl + V, Ctrl, U — and place it inside a 1x1 table
to make alignment easier and improve stability

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 45 COPYRIGHT © 2019
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Implementing the Document @,
De5|gn OST GLOBAL SOLUTIONS

Go through the document and apply your template styles as

needed Make sure your bulleted lists
* You have already set the Normal style to match the government’s are formatted correctly, and
specifications that if you have designed a last
* Make sure you format headers at the appropriate level, as doing so bullet s-tyle that it. is applied to
is crucial for getting the Table of Contents to generate correctly every final bullet in the
document

* If you see any paragraphs that break across pages with two or
fewer lines of text on the previous or next page, open the

Paragraph dialogue from the Home Ribbon, go to the Line and To save space, you can place
Page Breaks tab, and uncheck Widow/Orphan control continuous section breaks

* If a header appears on the last line of a page, highlight them along before and after a bulleted list,
with the first line of the body paragraph, and in the Line and Page place your cursor inside the
Breaks tab check Keep with Next list, then click on the Columns

drop-down under the Page

Apply table styles accordingly, adding in captions if the RFP calls
Layout tab and select Two

for a table of tables



Inserting Graphics Seamlessly Into

the Document

Before you insert a graphic, check to make
sure that it is sized properly for the space
allotted for it

* One of the biggest no-nos for a desktop
publisher is manually resizing a graphic once
It’s been pasted into Word — the proposal may
be thrown out due to non-compliance on
minimum font size in graphics

* If the graphic artist has rendered a picture that
is way too big or small, ask them to resize it

Insert each graphic into a 1x1 table

* Word handles placement on the page and text
wrapping better with tables than with graphics

* Tables eliminate problems with lines of text
spreading out, or having the graphic jump all
over the page when you move it

Make sure that the graphic is placed inside
the page margin

*x*

OST GLOBAL SOLUTIONS

Use the auto-caption feature
on every graphic, either by
right-clicking and selecting
Insert Caption from the drop-
down menu, or by clicking the
Insert Caption button on the
References Ribbon

If you move graphics around in
the document, highlight the
captions and press F9 to ensure
the numbering stays in the
correct order



Adding and Formatting Focus

| 3
Boxes OST GLOBAL SOLUTIONS “‘“\'v‘-‘zi'

Focus boxes are one of the places for showcasing win themes and any information you
want to highlight; they also break up the monotony of text

= Put together a focus box to go on first
pages of your major sections (1.0, 1.1, SUMMARIZING THE BULLETS BELOW
1.2, 2.0, 2.1-2.6) 4-7 Bullets

i : = 13 bullet
= Should reflect major win themes for ] Ines per bulle

h ti 12 to 18 total lines
€ach section Use parallel construction with

= Key features and benefits of our all bullets supporting the
solution, or statements of proof that headline
we can do the job

= Use numbers to prove points — quantify
and use specific names in the bullet

= Additional types of boxes:

What’s New
Did You Know?
Case Study
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Formatting Tables @ BEP

OST GLOBAL SOLUTIONS

To apply a style to a table, place your cursor inside the table and go to
the Table Design Ribbon, then click on the picture of the correct style
* |f you don’t see the style you want in the quick table styles top row, click on

the downward arrow at the bottom right of the list to show all styles defined
in the document

If your table is more than a page long, make the header row repeat on
the next page by going to the Table Layout Ribbon and clicking on
Repeat Header Rows, under Data

Sometimes a table cell will contain a large amount of text, and will
move the entire row to the next page instead of breaking in the middle
— to prevent this, open the Table Properties, go to the Row tab, and
select Allow row to break across pages

Adjusting the width of columns, either by dragging the cell borders
with the mouse or by manually defining column widths on the Table
Layout Ribbon, will allow you to make the most efficient use of space



B&P

Updating and Troubleshooting @,
Reference Ta bles OST GLOBAL SOLUTIONS

Once the document is fully formatted, go -
up to the front matter at the top of the B —
document, right-click in each reference D

Chalenges [L1142

table, and select Update Table from the e

Bl2 Mamxmgs m wekdlm\gtu'mctﬁmmmﬂ.ll-uhﬁll]
B13  Mwagire Charge [L1142 M4 1

drop down menu BgBlhmg%dmmmamﬁﬂl“}M#l

(Chateonrced, Performatce- Baced Errimemerd [L.114 2, M4.12].....
B21  Relemant ad Bifective Mimagement Processes [L1142 M4 13
B22 Pn:posedengmmStmmm[Lllﬂ M4l

Carefully check each table for missing or e

Trtemal

duplicated numbers, broken page e %ﬁﬁﬂmwm

numbering, or other unsightly errors = ke

3229 Appmack to Catingency Plamdyg and Recporee (L 114 2),
X Flan [L.114 2.

B2 Suh-Factor
3231 Appmach to Hman Res men’T—l‘R\
Sub-Factor 4: Bwertire Pla [L.1142, I

Ensure each table breaks neatly across i, i Bl

uddress Short-Term Staffing He ds[M4
achto Ftegrting Subcorirador Persaemel ko fhe Worbdorce

pages, and doesn’t have widows, 2 %ﬁmﬁmwww%“”

Bif  dppmochto Nevind Uzt Tl (L1142, 3416, 210 ..

orphans or blocks of white space B Smmimicn

b t t bl B%Z?lmm%g‘gms&mﬂmN g Y — £
etween tables R 0
f | f ::; zkm;gm:mm«mmcmmmmmm 19] 3%
It using long narrative captions for your e e AT

f| gu res and tables you may Choose to B{gjjjm.ﬁﬁﬁiﬁﬁiSWa“ii‘c;1311:;{'t'&L&EH:‘EM;':i':ﬁi ........................... 2 :
just have the numbering and title in the =
reference table

* Be aware that you will have to remove this
text every time you update the table
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Do a Thorough Error Check Before @,
Producing the Document

Have you applied the right heading styles to the correct headings
and styles to text? Are any body paragraphs in a style other than
Normal? Do you have any styles in the document that’s
extraneous?

Have you checked section number flow, and does it flow properly?
Are any tables split?

Are any exhibits (graphics, tables) in the wrong color palette and
need re-rendering or reformatting?

Are all the exhibits in the latest versions?

Do exhibit numbers increment correctly? Are they all present, or
are any missing?

Are exhibit callouts introduced in the text prior to their
appearance, near the exhibit?

Doda?ll exhibits have action captions, ending with a period at the
end-

Has the double-spacing after a sentence been changed globally to
single spacing?




Checklist (Continued) @ B

OST GLOBAL SOLUTIONS

s the spacing correct and consistent between paragraphs and
sections?

Are there any sections starting at the bottom of the page, with a
heading alone?

Do all bulleted lists use the same bullets and indentation?
Are all headers and footers extended to fit landscaped pages?

If the requirement is to print double-sided, are the mirrored
headers and footers generated correctly, so that page numbers sit
at the outside margin?

Do page numbers in the document increment correctly across
section breaks?

Is the page size back to normal in the section after a pullout?
Has the document been spell-checked and edited?

If you have converted the document to PDF, does it look the way it
should or are there noticeable differences from the Word file?
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ACADEMY

@
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Q Printing and binding a hard-copy
proposal

QA Verifying soft copies on CD, thumb
drive, or other storage media

Q Preparing PDFs for electronic
submission

O Submitting a proposal
electronically

QA Shipping or hand-delivering the
proposal

Module 4
PRODUCTION AND SHIPPING
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Printing and Binding a Hard-Copy @,

Proposal

Always allow at least half a day
to a full day for production
* Length of time needed varies
based on length of proposal,

number of copies needed, and
type of printer being used

* If you do not have the capacity
in-house to print and guillotine
inserts for the front and spine of
each binder, you will need to go
to a print shop to have it done

Check to make sure that soft
copies on CD or thumb drive
load and open correctly on a
computer other than yours

Always print an archival copy of
the proposal for your own
records

OST GLOBAL SOLUTIONS

White Glove

Upon printing and binding your
proposal, you need to round up 2-5
volunteers to go through and do a
White Glove Review.

White glove reviews involve a team
of people paging through multiple
copies of the same volume
together, looking for errors,
misprints, blank pages inserted by
the printer, or missing pages.

Usually, the person who owns the
proposal will call out page numbers,
so the others can verify that all
copies were correctly produced.

B&P

ACADEMY

*x*



Prepping the Electronic Submission @

OST GLOBAL SOLUTIONS %g &<

o Begin by saving all relevant
Word documents as PDFs using
the Save As PDF command in
the File tab in Word

o Open your copy of Adobe
Acrobat Pro, and select
Combine Files into PDF

o The following dialogue will

pop up:

%) Combine Files

= El e |

@dd @ @ Single PDF (") PDF Portfolio

Dr% and drop files to add them, and then arrange them in the order you want.

Nfe Page Range Size Modified Warnings/Errors

Add files in the exact order in
which they should appear
If you need to insert a divider
page in the middle of an existing
PDF or remove a page, use the
Insert and Delete commands
under Tools once you have
created the combined file You can also combine a range of
pages from within an individual
file into the final PDF

o
FiIeSize:
[_Help | [ Options @

DESKTOP PUBLISHING FOR PROPOSAL PROFESSIONALS| 55

Choose the
smallest file size, to
make sure you
don’t overload the
server during the
submission process

Once everything is in
order, click on
Combine Files to
create the final PDF

COPYRIGHT © 2019
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Completing an Electronic @
Su meSSIOn OST GLOBAL SOLUTIONS

Read through each file, page by page, checking for any mis-
inserted or missing pages, showstopper errors caused b
converting the file from docx to PDF, or any other irregularities

Electronic submissions are easier in that they require less time to
produce and fewer contingency plans, but...

* They are harder because it’s much easier for a large mistake to go by
unnoticed

NEVER wait until the last day to complete an electronic
submission

* Yes, almost all of us have done it — but it’s miserable and stressful for
everyone
Triple-check your attachments before submitting your proposal

Do not assume your proposal has gone through unless you
receive confirmation from the government

* Check delivery and read receipt options; if you submitted but haven’t
heard anything, give your govie a call



Preparing the Proposal for Hand- @

B&P
. ACADEMY
Delivery OST GLOBAL SOLUTIONS 48
The government provides the correct
shipping address in the RFP, in the i M|ND
Proposal Submission Instructions e
Instructions will include the location to B e
which the proposal must be delivered e
and the due date and time of s
S u b m I S S I 0 n ﬁﬁﬁ??ﬁﬁmﬁhﬁon Crar subrruttal wras hand-delivered by Paul-Sean Gray
If hand-delivering the proposal to a e AN

Pricelist and contract

local address, draw up a delivery receipt
with the solicitation information, —
including RFP number and due date,
and a place for the recipient to print

his/her name and sign the receipt

e Learnin advance about security checkpoints or
peculiarities of the building to which you’re making the
delivery — ensure you know facility access procedures
and allow ample time

Aecepted for the Govenmnertby: Diate/Tire:




Preparing the Proposal for Shipping @ fB&:},

OST GLOBAL SOLUTIONS » -

= |f you are shipping the proposal, it is wise to
produce two sets of binders:

* One that is shipped several days before the
deadline

e Second set which can be hand-carried to
the customer site if something goes awry

= Use a box large enough to neatly fit all the
binders

= Tape a printed copy of the shipping address or
shipping label to the top of the box

= Always write RFP number on the box, and
follow any additional instructions
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Summary and Recap

L -
L

OST GLOBAL SOLUTIONS

® )

What have you learned?

What are the attributes of a great
DTPer?

What are the different ways of
navigating quickly through a document?

What is the visual hierarchy?
What is the most readable page layout?

How do you fix a table of contents that
is not displaying all of the outline
headings?

What is your biggest take-away from
the class?
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Thank You for Attending! @ Q&ﬁ;
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Olessia Smotrova, CF. APMP, Fellow David Huff

President/CEO VP, BD and Operations

c: 240.246.5305 c:513.316.0993

0: 301.384.3350 0: 301.769.6602

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

7361 Calhoun Place, Suite 560
Rockville, MD 20855

www.ostglobalsolutions.com
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