
In The Know Worksheet
Directions: After reviewing the In The Know in Chapter 13, Proposals, fill in the blanks below with the correct term.
1.
Usually the last element or special part of a formal report; a place to include documents, data, or graphics not necessary to the discussion in the report but perhaps helpful or interesting to the audience. ____________
2. A short synopsis of what a proposal is about; written to meet the needs of a busy decision maker; located at the beginning of a formal proposal._________________

3.
An alphabetical listing of terms accompanied by their definitions, located at the end of a proposal. ____________

4.
A letter formally or officially conveying a formal report from the writers to the external audience. ______________
5.
Factors or situations that prevent problem solving. ______________
6.
A memorandum formally or officially conveying a formal report from the writers to the internal audience._____________
7.
What you examine in your efforts to solve a particular problem. ____________
8.
The assignment of sequential page numbers within a document. ____________

9. Parts or elements of a report that come before the main text (introduction, body, and conclusion). ____________

10.Persuasive documents that offer a solution to an identified problem or need. ____________

11.Request for proposal; an advertisement seeking proposals to solve a problem or fill a need and often listing criteria for the solution. ____________

12.A proposal that is written in response to an RFP or upon the request of a supervisor or manager. ____________

13.A discovery proposal, one that is written because the writer discovered a problem or need and has a solution to offer. ____________
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