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Cover Letter
To: Ms. Sarah Tareco, Volunteer & Instructional Coordinator, and Ms. Danae Zimmer, Developmental Assistant. 
From: Martin Cardenas, The Word Workers, and Michael Elmore, The Word Workers
Date: 29 March 2017
Subject: Proposal Cover Letter
Dear Ms. Tareco and Ms. Zimmer,

I, on behalf of The Word Workers, am writing you this letter in response to your request for updated technical print, web, and correspondence documents. Our group has extensive experience in crafting cutting edge technical writing, with an added specialty of not-for-profit organizations, therefore, feel that we would be the right choice for you.

Our group, The Word Workers, have to date supplied an in depth informational report as well as a set of updated deliverables for your organization. I believe that our previous partnership can continue to be fruitful for both parties and look forward to receiving a positive reply from you soon.
Very Respectfully,

The Word Workers
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Executive Summary

On March 8, 2017, Ms. Tareco and Ms. Zimmer from the Adult Literacy League sent our group an RFP for updated technical documents. We will make site visits to the Adult Literacy League in order to conduct interviews and make observations. This will allow us to get a more authentic feel for the organization and allow our deliverables to best represent their ideals. We then plan to see how other top organizations reach out to potential volunteers and donors effectively and center our campaign around the same driving forces. To date, we have found that ALL’s current technical documents are slightly outdated and could use refreshing in order to be the most effective. We plan to gather information of our own and put together a set of technical documents that will set the organization up for success immediately and hold true in the future. Our team is currently working on updating various different technical documents, spanning all forms of media, and are standing by for the go-ahead to complete them
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Introduction

On March 8, 2017, Ms. Tareco and Ms. Zimmer, on behalf of the Adult Literacy League, asked us to produce an update on a number of important technical documents, in hopes that they will attract and retain new volunteers and donors.
Currently, ALL has technical documents in print, on the web, and designed for correspondence that are out of date. This, we believe, is hindering the organization in achieving their ultimate goal of gaining the most number of quality volunteers and generous donors. The content, specifically, in these documents is a lot of information without a lot of direction. Some of the documents need to be more concise and to the point. Updated language can help a lot in correspondence documents and can make donors and volunteers feel more a part of the process.

Therefore, Ms. Tareco and Ms. Zimmer wanted us to produce a set of updated technical documents for the Adult Literacy League to utilize in attracting new volunteers and donors. We will produce the following three updated technical documents:

· Print Documents -- Flyer (1 for coffee shops and libraries – to solicit new tutors and volunteers)

· Web Documents -- Social media posts (10 posts for Twitter and 10 posts for Facebook)

· Correspondence Documents -- Follow up emails to tutors who attend training (1 email template that keeps them excited)

In the following sections, we provide additional details about the proposed tasks, schedule, and budget, as well as our credentials and references. 

Problem Statement
We, the Word Workers, believe in the Adult Literacy League’s mission to educate adults to become self-sufficient members of society and that they advocate on behalf of adult and family literacy. We also believe that in order to accomplish their mission most effectively, they need to be able to convey their message in a way that will reach and stay with the most amount of willing people. 
We understand that in order to retain volunteers and donors, you, first, have to gain them. We also get that not everyone with time and/or money to spare has social media accounts. But, everyone drinks coffee, everyone goes to the bookstore, everyone goes out to eat. Our point is that there is nothing wrong with the old method of gorilla marketing. This is a not-for-profit business but it is still a business; a business where the rewards aren’t necessarily monetary but of a more literate and functional society. We plan to make a flyer template that is not only visually appealing but it grabs the reader’s attention. It makes them want to donate whatever they can, whether it be money or their physical time. People want to volunteer, they want to donate, they just don’t know where or how. Our new and improved flyers will tell them everything they need to know to start giving back the moment they finish reading them.
Since ALL is an organization that survives and thrives only based on the donations that they receive, their social media should be focused on that driving force. We aim to force the public to see the problem as what it is; an epidemic that is becoming worse with each generation. We want to focus the organization’s tweets and Facebook posts around the, very real, human factor that goes along with adult literacy problems. We plan to send out a series of tweets every night, around bedtime, that show statistics of how many parents in the United States aren’t able to read their children bedtime stories. We plan to initiate Facebook posts around graduation time, showcasing the numbers of drop-outs or, just as troubling, graduates who still can’t read at an appropriate level for their age or what their diploma suggests.

We plan to craft a template for organization workers to send out to new tutors after they attend training. We want to ramp up excitement amongst the new tutors and keep them excited. These follow up emails could provide coupons for meals around town, from businesses that we have made partnerships with, allowing them to buy one meal and receive one free which would create another possible spot for weekly tutoring. Sending emails out to tutors can keep them motivated and possibly even encourage them to take on another student.

Project Description
The proposed project is comprised of several different, but related activities:
Statement of Goals/Objectives
The first component of this project is to define our team’s goals and objectives. Of special interest to the Word Workers for purposes of this project are the deliverables that are currently in use at the Adult Literacy League. These materials include tutor training, PowerPoints, and infographics. Our team is currently implementing and designing new deliverables to include flyers and a social media outreach. Our objective is to bring on new tutors and students while simultaneously increasing awareness of the ALL in order to obtain more donations. A non-profit organization like the Adult Literacy League relies heavily on donations and support from the community. Our goal is to broaden the reach and update the ALL so that it is in conversation within a modern community. The measurement of our goals will be the direct response from tutors and prospective students. Our team has decided to further explore our deliverables and their effectiveness by taking a survey of individuals to determine whether or not they find our work informational, impactful, and inclusive.
Methods
Our first method will be to redesign ALL documents according to industry standards and examples presented in the text Practical Strategies for Technical Communication. This text was developed by Mike Markel, director of technical communication at Boise State University, and it serves as a valuable resource for our team in approaching this project. Key areas for our methods will be concision; through the removal or redundant or ineffective information, modernization; through the use of simple and clearly identifiable headers, titles, and paragraphs, and readability; by keeping our target audience in mind we will determine purpose and flow. 
Another method our team has chosen to implement is the use of site visits and interviews. These interactions will serve as a way for the Word Workers to determine if our work falls within the projected concepts. We plan on interviewing students, to better understand what their needs and to serve as an outlet for them to voice their concerns. This process will require a secondary site visit before the project due date. Our hope is that students will feel comfortable with our team and that they may safely and securley express their opinions. The Word Workers will begin by asking questions about how they came to know the ALL, how they feel about their current documents, and how the ALL can improve their outreach. A second process we are examining is interviewing tutors to determine areas that they feel improvement is necessary. Tutors may be beneficial in highlighting difficulties in reaching students with current materials, the process of their one-on-one sessions, and the volunteer requirements or structure of the ALL.
Our final method will be to approach individuals on campus at Rollins College or in public areas to determine if our redesigned documents are effective in expressing the purpose of the ALL and if it causes any want for them to volunteer. Each member of the Word Workers will undertake this task as either a unit or individually. In order to ensure a non-false reading we may determine that we must approach this task as individuals. Prospective surveyors may feel overwhelmed by the presence of an entire team.
Evaluation
Our team will be evaluated by Dr. Kristin Winet, Assistant Professor at Rollins College as well as, Ms. Sarah Tareco, and Ms. Danae Zimmer of the Adult Literacy League. The Word Workers progress will be determined by a class workshop on 22 March 2017 and by a task schedule present in this proposal. Our team will use these comments to determine whether or not we were successful in completing our objectives. 
Conclusion

We, the Word Workers, now ask the Adult Literacy League for their business and partnership. We believe that with our professional backgrounds, understanding of your organization’s mission, and with the methods we have developed here in this proposal, we will produce highly effective deliverables. In recognition of such support, the Word Workers would like to offer our services from here onward. We believe that the Adult Literacy League will greatly benefit from our work from now until any future date.

To partner with the Word Workers means that the Adult Literacy League will be provided with top notch materials and work. Our potential to change the face of literacy in central Florida is outstanding. Such a working relationship, especially with two decorated Navy veterans, will show how the Adult Literacy League believes in the growth and development of communities near and far. 
Task Schedule
Figure 1 is a schedule of the tasks we would complete for this project.
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Figure 1. Schedule of Project Tasks
external proposal


Martin Cardenas and Mike Elmore


The Word Workers | 1000 Holt Avenue, winter Park, fl





�








