Chapter 11

Writing Business Reports and Proposals

Multiple Choice

1.  All of the following are types of report formats except


a.  memos.


b.  manuscripts.


c.  preprinted forms.


d.  articles.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  354; TYPE:  concept

2.  Memo reports are


a.  usually short (fewer than 10 pages).


b.  directed to outsiders.


c.  used mainly for routine, numerical information.


d.  all of the above.

ANSWER:  a; DIFFICULTY:  easy; PAGE:  354; TYPE:  concept

3.  When you have leeway about the length and format of your report, you should

      base your decisions on 


a.  previous personal experience


b.  your readers' needs.


c.  company policy.


d.  the nature of the subject matter. 

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  354; TYPE:  concept

4.  The length of a report depends on your 


a.  subject.


b.  purpose.


c.  relationship with your audience.


d.  all of the above

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  354; TYPE:  concept

5.  Stating your conclusions at the beginning of a report is a good idea 


a.  if readers are likely to respond unemotionally.


b.  if the indirect format is being used.


c.  if readers are likely to disagree.


d.  never.  

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  355; TYPE:  concept

6.  Your main concern in informational reports is 


a.  reader comprehension.


b.  audience persuasion.


c.  organization.


d.  reader-specified outlines.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  355; TYPE:  concept

7.  A report using chronological organization is structured based on


a.  how important each item is.


b.  when each item occurred.


c.  where each item is located.


d.  what category each item belongs in.

ANSWER:  b; DIFFICULTY:  easy; PAGE:  356; TYPE:  application

8.  Which of the following is not a common type of organization for informational 

      reports? 


a.  According to importance


b.  According to chronology


c.  According to logic


d.  According to spatial orientation

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  356; TYPE:  concept

9.  In the 2 + 2 = 4 approach, the main points in your outline are 


a.  quantitative in nature.


b.  the main reasons behind your conclusions and recommendations.


c.  less important than your recommendations.


d.  more important than your recommendations.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  358; TYPE:  concept

10.  When writing analytical reports for skeptical readers, the most persuasive and

       efficient structure is 


a.  the spatial approach.


b.  the sequential approach.


c.  the 2 + 2 = 4 approach.


d.  none of the above.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  358; TYPE:  concept

11.  The main drawback to the scientific method is that 


a.  it presumes a sophisticated audience.


b.  it requires the use of manuscript format.


c.  it can be used only when the problem is a highly technical one.


d.  it requires that you discuss all the alternatives, even irrelevant or 

     unproductive ones. 

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  358; TYPE:  concept

12.  Which of the following is not a common type of organization for analytical 

        reports? 


a.  The 2 + 2 approach


b.  The chronological approach


c.  The scientific approach


d.  The yardstick method

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  358-59; TYPE:  concept

13.  A disadvantage of the yardstick approach is that


a.  it's not very logical.


b.  it can lead to a lot of repetition, which becomes boring in the report.


c.  it's not very useful for proposals.


d.  all of the above are the case

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  359; TYPE:  concept

14.  The ideal balance between the visual and the verbal depends on 


a.  the nature of the subject being discussed.


b.  the length of the report/presentation.


c.  the amount of money available for underwriting the costs of graphics.


d.  internal company guidelines.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  363; TYPE:  concept

15.  If you have a number of detailed, exact values to present, it would be best to 


a.  use a table.


b.  use a pie chart.


c.  use a diagram.


d.  put it all in the main body of the report.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  364; TYPE:  concept

16.  The best type of visual aid for showing trends over time is 


a.  a table.


b.  a pie chart.


c.  a line chart.


d.  an organization chart.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  364; TYPE:  concept

17.  One of the most common uses of maps in business reports is to show


a. physical differences in variables.


b. geographic relationships.


c. quality differences in variables.


d. business locations.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  364; TYPE:  concept

18.  A broken axis on a line chart shows that


a.  some of the data increments have been left out.


b.  the information on that axis is not reliable.


c.  the information on that axis is not valid.


d.  all of the above are the case

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  365; TYPE:  application

19.  A surface chart is 


a.  a type of three-dimensional pie chart.


b.  a form of line chart in which all the lines add up to the top line.


c.  a type of map showing various terrains.


d.  used to show interrelationships within an organization.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  366; TYPE:  concept

20.  A bar chart would be particularly useful for 


a.  summarizing the salaries of presidents at 20 corporations from 1987 to 

     1990.


b.  comparing market shares of three breakfast cereals from 1987 to 1990.


c.  showing the stages in production of a jet engine.


d.  depicting the proportion of advertising dollars spent on various major 

     media.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  366; TYPE:  application

21.  The best way to illustrate the composition of a whole is with a 


a.  bar chart.


b.  line chart.


c.  pie chart.


d.  flowchart.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  366; TYPE:  concept

22.  When preparing a pie chart, you 


a.  limit the number of slices to no more than three.


b.  place the largest segment at the 12 o'clock position.


c.  arrange wedges of decreasing importance in a counterclockwise 

     direction.


d.  do all of the above

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  368; TYPE:  application

23.  Flowcharts are used to


a.  summarize large amounts of statistical data.


b.  show the relative sizes of the parts of a whole.


c.  show how something looks or operates.


d.  illustrate processes and procedures.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  369; TYPE:  concept

24.  Drawings, diagrams, and photographs are 


a.  commonly used in business reports.


b.  occasionally used in business reports.


c.  never used in business reports.


d.  used in oral presentations but not in written reports.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  369; TYPE:  concept

25.  Producing visual aids with a computer graphics system is 


a.  a way to cut both costs and time.


b.  cost-efficient but still labor-intensive.


c.  not advisable unless you have access to extremely expensive computer 

     equipment.


d.  not likely to result in professional-looking materials.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  370; TYPE:  concept

26.  Making arbitrary changes in the color, size, or shape of your visual aids may 


a.  stimulate the flagging interest of your audience.


b.  be difficult to do without sophisticated software or the help of a
 

     graphic designer.


c.  confuse your audience.


d.  unnecessarily lengthen your report/presentation.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  371; TYPE:  concept

27.  A reference to a visual aid 


a.  comes directly after the piece itself appears.


b.  precedes the piece itself.


c.  should come within three pages of the appearance of the piece.


d.  can appear anywhere as long as the piece is well labeled.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  372; TYPE:  concept

28.  Legends are generally written as 


a.  short, one- or two-word descriptions.


b.  descriptive phrases.


c.  one or more complete sentences.


d.  any of the above

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  373; TYPE:  concept

29.  Which of the following is an example of a descriptive title for a visual aid? 


a. CamCo Cost Reduction


b.  How Cost Reductions Have Been Made at CamCo


c.  Reducing Costs Is a Number-One Goal at CamCo


d.  CamCo Cuts Costs Through Outsourcing and Downsizing

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  373; TYPE:  application

30.  The writing style for a report should be more formal if 


a.  you know your readers reasonably well.


b.  your report is internal


c.  the subject is controversial or complex.


d.  the report is relatively short.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  376; TYPE:  application

31.  When it comes to time perspective in your report, you should


a. feel free to shift back and forth between the past an present 

     

    tenses.


b. be careful to observe the chronological sequence of events.


c. make sure that none of your material is dated.


d. keep everything in the past tense.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  376; TYPE:  application

32.  When devising headings for sections of a report, keep in mind that 


a.  you should use as few headings as possible.


b.  descriptive headings are always preferable to informative headings.


c.  you should never use such dull headings as  "Conclusions" or 

    
     "Recommendations."


d.  all same-level headings within a particular section should 



     be grammatically parallel.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  376; TYPE:  concept

33.  Transitional words and phrases 


a.  tie ideas together and keep readers moving along the right track.


b.  help overcome poor organization.


c.  are essential to analytical reports but unnecessary I informational 

     reports.


d.  do all of the above

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  377-78; TYPE:  concept

34.  The most important objective to achieve in the opening of a report is to 


a.  present your credentials.


b.  use humor to establish a rapport with your audience.


c.  prepare readers for the information that follows.


d.  present conclusions and recommendations.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  379; TYPE:  concept

35.  The body of a report should


a.  give the detailed information necessary to support your conclusions and 
     recommendations.


b.  preview the main ideas and the order in which they will be covered.


c.  summarize reader benefits.


d.  do all of the above

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  383; TYPE:  application  

True or False

36.  The person requesting a routine report often specifies its format. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  354; TYPE:  concept

37.  If a report to an outsider runs five or fewer pages, it can be presented in letter 

       format. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  354; TYPE:  application

38.  For informal reports, the manuscript format is usually best.

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  354; TYPE:  concept

39.  Using the indirect approach makes for a more forceful report that is 

       particularly convenient to readers. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  354; TYPE:  concept

40.  Using the direct approach in a report may be misconstrued as arrogance. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  354; TYPE:  concept

41.  The direct and indirect approaches are never combined in a business report. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  355; TYPE:  concept

42.  The indirect approach is always used for analytical reports. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  356; TYPE:  concept

43.  A good organization strategy for a proposal would be one built around 

       recommendations. 

ANSWER:  T; DIFFICULTY:  difficult;  PAGE:  357-58; TYPE:  concept

44.  Although it is persuasive, the 2 + 2 = 4 approach is not an efficient way to 

       organize an analytical report. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  358; TYPE:  concept

45.  Reports based on the scientific method begin with a statement of the problem

      and a brief description of the hypothetical solution. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  358-59; TYPE:  concept

46.  One way to reduce the confusion presented by having too many alternatives 

       is to establish a yardstick for evaluating all of them. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  359; TYPE:  concept

47.  It's a good idea to use a chart, table, or graph to illustrate every point in a 

       written report. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  363; TYPE:  concept

48.  Tables are ideal for summarizing information that would be difficult or 

       tedious to handle in the main text. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  364; TYPE:  concept

49.  It is acceptable to present a table sideways on a page if it has too many 

       columns to fit upright. 

ANSWER:  T; DIFFICULTY;  moderate;  PAGE:  364; TYPE:  application

50.  You should never round off values when presenting them in a table.

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  364; TYPE:  application

51.  In line charts showing trends, the vertical axis indicates time or quantity, and 

       the horizontal axis indicates amount. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  364-65; TYPE:  concept

52.  If at all possible, use at least six lines on any given line chart. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  365; TYPE:  application

53.  A surface chart is a type of bar chart in which the bars are represented by 

       symbols. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  366; TYPE:  concept

54.  Bar charts have limited use because they can only be used to compare two 

       sets of data. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  366; TYPE:  concept

55.  Pie charts are best for showing how parts of a whole are distributed.

ANSWER:  T; DIFFICULTY:  easy;  PAGE:  366; TYPE:  concept

56.  When you are preparing a pie chart, you should place the largest segment in

        the twelve o’clock position. 

ANSWER:  T; DIFFICULTY:  easy;  PAGE:  368; TYPE:  application

57.  Flowcharts illustrate the positions, units, or functions of an organization and 

       the way they interrelate. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  369; TYPE:  application

58.  Visual aids most commonly used in business reports are drawings, diagrams, 

       and photographs. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  369; TYPE:  concept

59.  Because of the costs of reproduction, photographs are not used in business 

       reports. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  369; TYPE:  concept

60.  Thanks to improved technology, it is now possible for businesspeople to 

       produce high-quality visual aids without the services of graphic designers. 

ANSWER:  T; DIFFICULTY:  easy;  PAGE:  370; TYPE:  concept

61.  Making arbitrary changes in color, shape, size, or texture is a great way to 

       stimulate an audience's interest in your presentation. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  371; TYPE:  concept

62.  Audiences assume that the most important point will receive the most visual

       emphasis. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  371; TYPE:  concept

63.  The best time to consider the principles of good design is before preparing 

       visual aids; making changes after the fact increases their production time. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  372; TYPE:  application

64.  In the text of a report, every visual aid should be clearly referred to by 

       number.

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  372; TYPE:  concept

65.  The best place to put a visual aid is right next to or immediately following the 

       paragraph it illustrates.

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  372; TYPE:  application

66.  One of the best ways to tie your visual aids to the text is to choose titles and 

       captions that reinforce the point you are trying to make. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  373; TYPE:  application

67.  When writing titles for illustrations, you can make some of them descriptive 

       and some of them informative, depending on the type of visual. 

ANSWER:  F; DIFFICULTY:  moderate;  PAGE:  373; TYPE:  application

68.  Using I and you gives a report a more informal tone. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  376; TYPE:  application

69.  The opening provides readers with clues to the structure of a report. 

ANSWER:  T; DIFFICULTY:  moderate;  PAGE:  379-80; TYPE:  concept

70.  The final section of a proposal should never ask for a decision from readers, 

       since that is overly direct.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  384; TYPE:  application

Fill-in-the-Blank

71.  If your audience is skeptical or hostile, it is best to use __________________ 

      organization.

ANSWER:  indirect; DIFFICULTY:  moderate; PAGE:  356; TYPE:  application

72.  An __________________ report is easy to organize because it provides 

       nothing but facts. 

ANSWER:  informational; DIFFICULTY:  moderate;  PAGE:  355; TYPE:  concept

73.  Informational reports use a  __________________ organization. 

ANSWER:  direct; DIFFICULTY:  moderate;  PAGE:  355; TYPE:  concept

74.  Analytical reports structured according to the ____________________

       ___________________ begin with a statement of the problem and a brief

      description of the hypothetical solution. 

ANSWER:  scientific method; DIFFICULTY:  moderate; PAGE:  358; TYPE:  concept

75.  In the ____________________ approach, reports are based on the 

       accumulation of facts and figures developed around a list of reasons that add 

       up to the main point. 

ANSWER:  2 + 2 = 4; DIFFICULTY:  moderate; PAGE:  358; TYPE:  concept

76.  Using the ____________________ approach is generally useful way to 

       reduce the confusion presented by having a lot of alternatives.

ANSWER:  yardstick; DIFFICULTY:  moderate; PAGE:  359; TYPE:  concept

77.  A ____________________ is a type of visual aid that presents data 

       systematically in columns and rows.

ANSWER:  table; DIFFICULTY:  moderate; PAGE:  364; TYPE:  concept 

78.  A ____________________ chart illustrates trends over time. 

ANSWER:  line (or bar); DIFFICULTY:  moderate; PAGE:  364; TYPE:  concept

79.  ____________________ charts are a form of line chart with a cumulative

       effect; all the lines add up to the top line. 

ANSWER:  surface (or area); DIFFICULTY:  moderate; PAGE:  366; TYPE:  concept

80.  A ____________________ chart is best for showing how the parts of a whole 

       are distributed. 

ANSWER:  pie; DIFFICULTY:  moderate; PAGE:  366; TYPE:  concept

81.  A ____________________ illustrates a sequence of events. 

ANSWER:  flowchart; DIFFICULTY:  moderate; PAGE:  369; TYPE:  concept

82.  To illustrate the positions, units, or functions of an organization and the way 

       they interrelate, use ____________________ charts. 

ANSWER:  organization; DIFFICULTY:  moderate; PAGE: 369; TYPE:  concept

83.   On graphics, ____________________ titles simply identify the topic, while 

         ____________________ titles call attention to the conclusion that ought to 

         be drawn from the data.

ANSWER:  descriptive, informative; DIFFICULTY:  moderate; PAGE:  373; TYPE:  concept

84.  ____________________ are brief titles that cue readers about the content of 

       each section of a report. 

ANSWER:  Headings; DIFFICULTY:  moderate; PAGE:  377; TYPE:  concept

85.  Smooth ____________________ are useful tools for helping readers move

       from one section of a report to the next. 

ANSWER:  transitions; DIFFICULTY:  moderate; PAGE:  29; TYPE:  concept

Short Answer

86.  When selecting a format for a business report, what four options do you 

        have?

ANSWER:  (1) Preprinted form, (2) letter, (3) memo, or (4) manuscript.

DIFFICULTY:  moderate; PAGE:  354; TYPE:  application

87.  What are two possible disadvantages of using the direct approach for 

        business reports?

ANSWER: If readers have even slight reservations about you or your material, the direct approach can intensify their resistance. It can also make everything seem too simple.

DIFFICULTY: difficult; PAGE: 357; TYPE: concept

88.  List the five steps for structuring an analytical report that focuses on recommendations.

ANSWER:  (1) Establish a need for action by briefly introducing the problem or the opportunity. (2) Introduce the benefit that can result. (3) List the steps or recommendations required to achieve the benefit. (4) Explain each step more fully. (5) Summarize your recommendations.

DIFFICULTY:  difficult; PAGE:  358; TYPE:  application

89.  What is the primary advantage of including tables in a report?

ANSWER:  Tables are ideal when the audience needs information that would be either difficult or tedious to handle in the main text.

DIFFICULTY:  moderate; PAGE:  364; TYPE:  application

90.  Briefly explain the difference between a flowchart and an organization chart.

ANSWER:  Whereas a flowchart illustrates a sequence of events over time, an organization chart shows the positions, units, or functions of an organization and the way they interrelate.

DIFFICULTY:  moderate; PAGE:  369; TYPE:  concept

91.  When should you include a separate list of visuals to be placed with the table

       of contents at the front of the report?

ANSWER:  A separate list of visuals is necessary when you have four or more visuals in the report.

DIFFICULTY:  easy; PAGE:  373; TYPE:  application

92.  Briefly explain the difference between a descriptive title and an informative 

       title for a visual aid.

ANSWER:  Descriptive titles do nothing more than identify the topic of the illustration. Informative titles call attention to the conclusion that ought to be drawn from the data.

DIFFICULTY:  moderate; PAGE:  373; TYPE:  concept

93.  Briefly describe three tools that will help readers understand the structure of 

       your report.

ANSWER:  (1) Headings improve readability and clarify a report's framework. (2) Transitions are words or phrases tie ideas together and show how one thing is related to the next. (3) Previews and reviews introduce and summarize information for readers. They help them keep track of the big picture.

DIFFICULTY:  moderate; PAGE:  377-78; TYPE:  application

94.  List the five characteristics of effective report content and briefly describe 

       how you achieve them.

ANSWER:  (1) Accurate--check facts, references, and mechanics. (2) Complete--provide all the necessary information. (3) Balanced--present all sides fairly. (4) Structured clearly and logically. (5) Document correctly--give credit to all your sources.

DIFFICULTY:  difficult; PAGE:  379; TYPE:  concept

95.  In a proposal, what two functions does the opening serve?

ANSWER:  The opening of a proposal should present the problem you want to solve and summarize your solution.

DIFFICULTY:  moderate; PAGE:  380; TYPE:  concept

Essay

96.  Explain when you should choose an indirect versus a direct approach when

       writing a report.

ANSWER: Use a direct approach most of the time.  You sound more confident and sure of yourself when you state your conclusions at the beginning.  But if your readers have reservations about you or your information, it may be better to use an indirect approach.  An indirect approach gives you a chance to prove your points and gradually overcome your audience's resistance.  Use a direct approach if your credibility is high and your audience is supportive.  Also, the longer the message is the less effective it will be if it uses an indirect approach.

DIFFICULTY:  difficult; PAGE:  354-55; TYPE:  application

97.  Describe the six kinds of topical organization.

ANSWER:  (1) Importance--from highest to lowest based on its significance. (2) Sequence--step-by-step. (3) Chronology--when things happened. (4) Spatial orientation--describing how something works, from left to right, top to bottom, etc. (5) Geography--if location is important, organizing by geography from one region to the next. (6) Category--looking at distinct aspects of a subject.

DIFFICULTY:  difficult; PAGE:  356; TYPE:  concept

98.  List the three ways of structuring an analytical report and explain when each 

       would be most appropriate.

ANSWER:  (1) Focus on conclusions. When people are likely to accept your conclusions, use a direct approach and quickly give those conclusions to readers in the beginning of the report. Those who want more analysis and data will find them later in the report. (2) Focus on recommendations. When asked to solve a problem, structure the report around your recommendations for that problem. (3) Focus on logical arguments. When encouraging readers to weigh all the facts before presenting your conclusions or recommendations, use the indirect approach and focus on your evidence first. Show the thinking process that will lead readers to your conclusions.

DIFFICULTY:  difficult; PAGE:  356-59; TYPE:  application

99.  List and explain the five design principles to follow when preparing visual 

       aids for a report.

ANSWER:  (1) Continuity—readers assume that design elements will be consistent from one visual to the next. (2) Contrast—readers expect visual distinctions to match verbal ones. (3) Emphasis—readers assume that the most important point will receive the greatest emphasis. (4) Simplicity—it’s important to limit the number of colors and design elements you use, since chartjunk confuses readers. (5) Experience—people expect visuals to look a certain way, depending on their culture and education.

DIFFICULTY:  difficult; PAGE:  371-72; TYPE:  application

100.  List and explain the six recommendations for writing effective proposals.

ANSWER:  1) Demonstrate your knowledge--show that you can solve the problem. 2) Provide concrete examples--spell out your plan and give details on how the job will be done. 3) Research the competition--become familiar with your competitors' product lines, services, and prices. 4) Prove that your proposal is workable--it must be feasible for the audience. 5) Adopt a "you" attitude--relate your services to the readers' needs. 6) Package your proposal attractively--readers will judge the type of work you perform by your submitted proposal.

DIFFICULTY:  difficult; PAGE:  379; TYPE:  application
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