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Proposal Types and the Writing Process
Proposal types and formats: Internal, external, unsolicited, solicited
Proposal content
The writing process
Exercises to help you retain and use what you've learned

Syracuse, NY - Monday, August 13, 2018
Jamaica, NY - Friday, August 17, 2018

Planning and Creating the Successful Proposal
Preparing a capture plan
Forming a proposal-writing team
Examining solicitation documents and successful proposals for helpful
information
Exercises to help you plan a successful proposal
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Altoona, WI 54720-0278

PO Box 278

Writing Successful Proposals and RFPs

Syracuse, NY - Monday, August 13, 2018
Jamaica, NY - Friday, August 17, 2018

Drafting Proposals and RFPs
Creating a proposal outline
Structure and organization
Writing process
Specific suggestions for drafting various proposal components
Writing tips for drafting RFPs and other solicitation documents
Exercises to help you draft a successful proposal

Prepare internal, external, solicited and unsolicited proposals

Learn how planning can help you assemble the information and personnel you
need to create a successful proposal

Revising and Editing the Successful Proposal Get tips on structuring and organizing a proposal that will appeal to your audience

Assembling a review team
Overview of the review process

Learning Objectives

Polish your proposal with easy tips on grammar and punctuation
Complete short, fun exercises that will get you ready to create winning proposals

Edit?ng for length and strgcture ' You'll be able to:
Editing for grammar, spelling and punctuation
Editing collaboratively Understand the form and function of all types of proposals, including Professional Engineers Contractors
Exercises to help you polish your proposal internal, external, unsolicited and solicited proposals. 7.0 Continuing Ed. Hours Non-Credit Continuing Ed.
Prepare a capture plan and assemble a proposal-writing team. Architects
. . . 7.0 Continuing Ed. Hours
Organize and structure your proposal with your target audience 7.0 AIA Learning Units
in mind. ‘
Revise your proposal to make it persuasive and readable.
Go beyond the typical seminar with short, fun and Complete short exercises throughout the day that will get you ready |
interactive exercises that will develop your proposal to create your own successful proposal.
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Faculty

Additional Learning

Dr. Mark Decker is associate professor and department chair at Bloomsburg University’s English Department, where he teaches Webinar Seri
Technical Writing and Writing Technical Manuals in support of the Professional Writing minor. Dr. Decker has PhD and MA degrees

in English from The Pennsylvania State University (2001, 1997) and he graduated summa cum laude in English from Utah State

University (1995).

While an undergraduate, Dr. Decker worked for several years as a staff writer for Aerotech News and Review, an aerospace and
defense industry trade newspaper published in Lancaster, California. During graduate school, Dr. Decker was a member of the
Leonhard Center for Technical Writing Initiative, a collaboration between Penn State’s Department of English and College of

Engineering designed to promote an exchange of ideas between technical writing instructors and the scientific and engineering

AutoCAD 3D
* Using Key Commands and Tools
Part I: Wed., July 11, 2018, 11:00 AM - 2:15 PM CDT
Part II: Thurs., July 12, 2018, 11:00 AM - 2:15 PM CDT
* Building a Solid Model
Part I: Wed., July 18, 2018, 11:00 AM - 2:15 PM CDT
Part II: Thurs., July 19, 2018, 11:00 AM - 2:15 PM CDT

communities. Dr. Decker also taught Business Writing, Technical Writing, and an Advanced Technical Writing course that enrolled

graduate students from technical and scientific disciplines.

After graduate school, Dr. Decker spent four years at the University of Wisconsin-Stout, where he taught Technical Writing in support
of that school's major in Technical Communication and served as the advisor for the student chapter of the Society for Technical
Communication. Dr. Decker has given presentations at several national and international conferences and has published both a book
and a co-edited book as well as several scholarly articles, book chapters, and encyclopedia chapters.

Here’s what past attendees had to say about the seminar and presenter Dr. Mark Decker:

National Electrical Code
« National Electrical Code, Part |
Tues., July 24, 2018, 11:00 AM - 3:30 PM CDT
« National Electrical Code, Part 11
Weds., July 25, 2018, 11:00 AM - 3:30 PM CDT
« National Electrical Code, Part 111
Thurs., July 26, 2018, 11:00 AM - 3:30 PM CDT

“Instructor was knowledgeable and spoke dynamically. Good mix of humor to emphasize points.” — Professional Engineer-Electrical

“Knowledgeable and engaging.” — Civil Engineer

“Dynamic and informative.” — Landscape Marketing Manager

Seminar Information

Monday, August 13, 2018
Sheraton Syracuse University Hotel
801 University Avenue

Syracuse, NY 13210

(315) 475-3000

Registration

8:00 - 8:30 am
Morning Session
8:30 am - 12:00pm
Lunch (On your own)

12:00 - 1:00 pm
Friday, August 17, 2018 Afternoon Session
Crowne Plaza JFK Airport NYC 1:00 - 5:00 pm

138-10 135th Avenue
Jamaica, NY 11436
(718) 530-1160

Tuition
$279 for individual registration
$259 for three or more registrations.

How to Register
« Visit us online at
www.halfmoonseminars.org
+ Mail-in or fax the attached form
to 715-835-6066
« Call customer service at 715-835-5900

Each registration includes a complimentary
continental breakfast and printed seminar manual.

Cancellations: Cancel at least 48 hours before the start of the seminar, and receive a full
tuition refund, minus a $39 service charge for each registrant. Cancellations within 48 hours
will receive a credit toward another seminar. You may also send another person to take your
place.

For more information visit:
www.halfmoonseminars.org/webinars/

Continuing Education Credit Information

This seminar is open to the public and offers up to 7.0 continuing education hours to professional
engineers and 7.0 continuing education hours to architects in most states, including New York.

HalfMoon Education is an approved continuing education provider for New York engineers
(NYSED Sponsor No. 35) and New Jersey engineers (Approval No. 24GP00000700). HalfMoon
Education is deemed a New York-approved continuing education provider for architects via its
affiliation with the American Institute of Architects.

This event is approved by the American Institute of Architects for 7.0 Learning Units (Sponsor
No. J885). The AIA does not classify the subject matter of this program as HSW. Architects must
be aware of the limitations on non-HSW coursework. Only full attendance can be reported to the
AIA/CES.

HalfMoon Education is an approved continuing education sponsor for engineers in Florida,
Indiana, Maryland, North Carolina, and North Dakota.

This event offers a non-credit continuing education opportunity to construction contractors. It
has not been approved by any state with a continuing education requirement for contractors.

Attendance will be monitored, and attendance certificates will be available after the seminar
for most individuals who complete the entire event. Attendance certificates not available at the
seminar will be mailed to participants within fifteen business days.

'Registration

| Writing Successful Proposals and RFPs
Syracuse, NY - Monday, August 13,2018 - Jamaica, NY - Friday, August 17, 2018

| How to Register Registrant Information

. Name:
| Onlmﬁ' If . Company/Firm:
www.halfmoonseminars.org Address:
| City: State: Zip
Phone: Occupation:
715-835-5900 N
| Email:
Phone:
| Fax:
715-835-6066 Additional Registrants:
| Name:
Mail: Occgpation:
| | HalfMoon Education Inc., Email:
PO Box 278, Altoona, WI Phone:
| 54720-0278 Name:
Occupation:
| Complete the entire form. Attach Email:
duplicates if necessary. '

| Phone:

Email address is required for credit card receipt, program changes, and
| notification of upcoming seminars and products. Your email will not be sold
or transferred.

| () (E\I need special accommodations. Please contact me.

| | Tuition
() 1will be attending the live seminar at the following location:
| () Syracuse, NY - Monday, August 13, 2018

() Jamaica, NY - Friday, August 17, 2018

| Single Registrant - $279.00. Three or more registrants from the same company
registering at the same time - $259.00 each.

Checks: Make payable to HalfMoon Education Inc.

| Credit Card: Mastercard, Visa, American Express, or Discover

| Credit Card Number:

Expiration Date: CVV2 Code:

| Cardholder Name:

| Billing Address:
City: State: Zip:

| Signature:

Email:
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