
Working with clients



1. build a relationship

3. communicate

4. deliver

2. organize a plan



what does my client want? why?
ask questions early



know the organization
values, goals, events



“The%SU%Wri+ng%Center%is%a%collabora+ve%space%where%students%invent,%
compose,%and%revise%for%a%variety%of%audiences%and%purposes.%%Its%
vision%is%to%create%an%open%and%inclusive%environment%that%highlights%
literacy,%connects%personal%and%public%experiences,%inspires%inquiry,%
generates%conversa+on,%evokes%experimenta+on,%and%sparks%ideas%in%
order%to%help%writers%see%mul+ple%possibili+es%for%revision.%%By%
providing%a%variety%of%resources,%the%SU%Wri+ng%Center%encourages%
writers%to%be%engaged,%confident,%and%inspired.”



know the stakeholders
who’s affected?



students instructors

administrators

consultants

the director



know the deadlines



know the parameters



know your resources



1. build a relationship

3. communicate

4. deliver

2. organize a plan



main function of the proposal



Thinking ahead to next week...

Your proposal will:

• be emailed to your client (I should be cc’d)
• propose a feasibility report that addresses a problem
• demonstrate a thorough understanding of the client’s problem
• briefly discuss the criteria necessary for solving the problem
• provide a detailed plan for research, including methods, a schedule/

timeline, potential costs to completing the study, your qualifications
• summarize objectives -- a promise on what the report should deliver

2-3 single-spaced pages



1. Intro (10-20% of proposal): Start by reminding the client of your relationship 
to them and/or the problem and, if applicable, your role in the organization. 

2. Problem/need/goals (30-50%): Articulate why the feasibility report is 
necessary. Even if the client knows, this is a chance to prove you understand it 
in the same way. You might also discuss criteria for alternatives here. 

3. Objective (10-20%): Your objective is to get permission to conduct a 
feasibility study, so describe the deliverable in terms of expected length, 
textual features, and technical aspects. 

4. Methods (40-50%): Describe the process of research you’ll use in terms of: 
what you’ll need from the client (resources/costs), time (a schedule with dates, 
actions, and details), and your research methods (interviews, usability tests, 
surveys, or sources). If you did not discuss potential criteria in #2., then you 
might do it here instead.

Structure of the proposal 2-3 single spaced pages



introduction

problem

objective

method

proposal



objective = deliverable

proposal



size

technical aspects

featuresdeliverable{the feasibility report
described in terms of

objective:
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method

proposal



method = the process

proposal



client’s contribution

research methods

schedule
process {described in terms of

method:



client’s contribution



client’s contribution

research methods

schedule

process {
described in terms of



Schedules

shape workable plans
are a communication tool
prevent scope creep



It’s not just a procedure.
 

While we have more time available than we had when we planned the 
basketball tournament in spring of 2009, it is still of the essence.  I will go 
Archbold this week to see what days we have available.  I believe that a 
weekend afternoon in December, perhaps during the days leading up to 
finals, would work as it would be a nice way for students to have fun and 
burn off steam as they try to get away from their books for a little while.  
This would give us around six weeks to finalize all of our plans.  Meanwhile, 
we can begin looking for possible manufacturers for wristbands, or whatever 
item we decide to sell. 



Schedules are DAD:
dates, actions, and details

 



Research and feasibility study April 2011 
Planning and budget remodeling July 2011 to  
Workshop or retreat September/November 2011 
Professional Staging First to Third Week January 2012 
Recruitment Late January-Early February 2012 



Major activities (goals)

Tasks (bullets)

Dates (years + semesters)

Person(s)
responsible

Writing Center Task Force
3-Year Plan



When crafting a schedule...
See page 534 for example

1. Chunk major activities. 

2.  Add specific tasks under each activity. 

3.  Work backward from your final deadline to add 
specific milestones.



Use our unit calendar



When crafting a schedule...
See page 534 for example

1. Chunk major activities. 

2.  Add specific tasks under each activity. 

3.  Work backward from your final deadline to 
add specific milestones.

4.  Be realistic.  A proposal is a contract.



client’s contribution

research methods

scheduleprocess {
described in terms of



Talk Read

Survey

Test



1. build a relationship

3. communicate
4. deliver

2. organize a plan



be candid



be specific



be constructive



be respectful


