
Date: September 22, 2015 

To: Bill Jobs 

From: SGR Technical Writing and Proofreading Firm 

Subject: Technical Writing Proposal for AppleSoft 

 

In response to AppleSoft’s need for assistance in developing their website and instruction manuals, 
we have created the following proposal. We hope that AppleSoft will find SGR’s abilities and methods 
to be well-fitting for your technical writing and proofreading needs. SGR specializes in creating and 
shaping content to meet the standards of any professional organization. Our goal is to offer guidance 
in all areas of writing, marketing, and advertising.  

 

Upon receiving this proposal, SGR is prepared to provide you with immediate service and personal 
communication. If AppleSoft would like to work with SGR on completing this project, please contact 
us. We believe that SGR will benefit AppleSoft and meet all of its needs in a timely matter. Thank you 
for your consideration. We look forward to hearing from you. 

 

Sincerely, 

 

 

Ruthie Flaa 

CEO, SGR 

rflaa@sgr.com 

(322) 245-6262 

 

 

 

 

 

  

mailto:rflaa@sgr.com


Technical Writing Proposal 
 

 

 

 

For 

Bill Jobs, CEO 

AppleSoft Software Company 

 

 

 

 

By 

Sarabeth Marcello, Graham Warnken, and Ruthie Flaa 

SGR Technical Writing and Proofreading Firm 

 

 

 

September 22, 2015 

 

  



Table of Contents 
 

Table of Contents 

Abstract / Executive Summary 

Purpose Statement 

Needs Analysis 

Advertisement Authoring 

Website Authoring 

Instruction Manual Authoring 

Discussion 

Description 

Project Benefits 

AppleSoft 

Customers 

Cost Analysis 

Conclusion / Recommendation 

Conclusion 

Recommendation 

 

 

 

  



Executive Summary 
Problem 

AppleSoft is a startup software company looking to gather a growing customer base and positive 
publicity in order to spread its business. To accomplish this, however, the company requires writing 
that is concise, clear, and friendly to a lay audience—something AppleSoft has been unable to 
accomplish in-house due to its personnel’s lack of background in technical writing. Because of this, it 
is worried it will be unable to expand its target audience, and customers will report dissatisfaction 
with overly technical instruction manuals and setup wizards.  

Solution 

Clear, easily understandable messages to their target consumer base in their advertisements, website, 
and instruction manuals will solve many of AppleSoft’s problems. A group of technical writers who 
have experience in writing clearly and concisely within technical fields will easily create these 
messages. SGR’s writers will be an ideal fit for this much-needed role and allow AppleSoft to be far 
more accessible to its desired audience. 

Benefits 

The proposed SGR services will address the above problems as follows: 

● Advertising materials will present a clear, audience-friendly message. 
● Company website materials will be accessible and concise.  
● Instructional materials will meet the needs of a lay audience as opposed to a specialized field. 

 

Introduction 

Purpose Statement 
This proposal for the CEO of AppleSoft, Bill Jobs, is a response to his recent request for technical 
writing assistance before AppleSoft’s upcoming launch. SGR is a technical writing and proofreading 
consulting firm and is interested in assisting AppleSoft with developing clear copy for their website, 
instruction manuals, and advertisements.  

Needs Analysis 

Advertisement Authoring  

AppleSoft will require many advertisements to market toward a variety of individuals. When 
companies fail to make their advertisements accessible to a lay audience, they lose those pivotal 
customers. 



Website Authoring 

AppleSoft will require an accessible website in order to draw customer attention. Failure to set up a 
website that is concise and clear would result in customers turning away from AppleSoft’s business 
rather than embracing it. 

Instruction Manual Authoring 

AppleSoft uses many instruction manuals to help its consumers and employees understand materials. 
Instruction manuals based on software content can often be difficult to comprehend, especially for a 
lay audience.  

Discussion 

Description 
SGR’s proposed services consists of the following package: 

● Advertisement Authoring: As part of this service, we will prepare a basic advertising package 
for AppleSoft’s products and services. Organization and distribution of the advertisements will 
be left to AppleSoft’s discretion, but we will prepare all content to be clear, concise, and 
compelling. 

● Website Authoring: We will prepare the written content for the entirety of AppleSoft’s 
website. Using provided information, we will write a fully functional website text, including 
standard About Us, Contact Us, and Frequently Asked Questions sections, as well as clearly 
written information on products and services. When we finish, Applesoft will have a website 
that is both user-friendly and web-friendly. 

● Instruction Manual Authoring: We will take all data provided and rewrite it in a concise, clear, 
easy-to-use format to allow ease in following setup instructions and operating instructions. 
We will organize each manual in an efficient, easily followed presentation. Given AppleSoft’s 
specific needs, we will utilize language that is simple enough that customers with no previous 
software experience can effortlessly follow. 

 

Project Benefits 
This proposal, if accepted, will be highly beneficial to both AppleSoft and its customers. 

AppleSoft 

By delegating the task of writing content to technical writing professionals, AppleSoft will be able to 
devote more of its energies to software design and business strategies. It will have the assurance that 
its content will be communicated thoughtfully, plainly, and succinctly. AppleSoft will also be able to 
avoid the complaints and potential legal troubles that poor or vague wording and subsequent 
misunderstandings can result in. Increased customer awareness as the result of a well-written website 
and well-written marketing will spread awareness of AppleSoft’s brand and gain it a wider audience. 



Increased customer satisfaction due to easily understood instructional materials and online help will 
result in returning customers and positive word-of-mouth. 

 

Customers 

Well-written content will aid AppleSoft’s customers, allowing them more ease in examining 
AppleSoft’s products and following its instructions.  

Cost Analysis 

Based on previous projects of similar size, we estimate that our team will be able to complete this 
project within three weeks. Each of our three employees will spend ten hours per week on the 
project, for a total of thirty hours per week and ninety hours overall. At our current rate of $50 per 
hour per employee for ninety hours, project costs for your company will total $4,500. 

Credentials 

Our technical writing team consists of the following specialists: 

● Ruthie Flaa, C.E.O. 

Ruthie (BS, Professional Writing, University of Northwestern – St. Paul) has worked for us for 
ten years. She was promoted to C.E.O. of our company after seven years of specializing in technical 
writing. She has worked on over 200 technical writing projects in her time at SGR. 

● Graham Warnken 

Graham (BS, Professional Writing, University of Northwestern – St. Paul) has worked for us for 
ten years. He is personal assistant to Ruthie Flaa. He has worked on over 150 technical writing 
projects in his time at SGR. 

● Sarabeth Marcello 

Sarabeth (BS, Professional Writing, University of Northwestern – St. Paul) has worked for us 
for ten years. Her chief responsibility lies in website design. She has worked on over 170 technical 
writing projects in her time at SGR.  



Conclusion / Recommendation 

Conclusion 
Before launching, AppleSoft needs clearly written advertisements, web content, and instruction 
manuals. SGR is a technical writing and proofreading firm with over thirty years of combined 
experience in the software industry. The advertisements, web content, and instruction manuals SGR 
writes will accomplish the following:  

● Free AppleSoft to focus on product development and marketing before its launch 
● Reduce legal consequences due to miscommunication between AppleSoft and its customers 
● Increase customer satisfaction and return rates 

Recommendation 
SGR recommends an immediate commencement of technical writing in order to maintain AppleSoft’s 
desired launch date of October 28th, 2015. With our expertise, AppleSoft will be able to successfully 
communicate with its target audience.  


