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Introduction 

 
This free pdf download describes a composition assignment that I have used successfully during 
my years of teaching at Ohio University. 
 
Other teachers are welcome to download and read this pdf file and decide whether this 
assignment will work in their classes. 
 
The pdf file is divided into a few main sections following this brief introduction.  
 
First is a description of the assignment. Of course, teachers can modify the assignment as they 
wish. The Proposal is for a long project that students will write in the course. In the Proposal, 
students will describe and plan the project that they will write. First, I describe the long project, 
then I describe the Proposal for that long project. 
 
Following that are miscellaneous items, including checklists, related to the Proposals. 
 
Following that are examples of Proposals written by students. Teachers may print them and use 
them as excellent examples for their students. One way to get good writing from students is to 
show them good work written by other students.  
 
I recommend letting students choose their own topics for their long projects. Another way to get 
good writing from students is to have meaningful writing assignments. If a student is interested 
in a certain topic and it is meaningful to him or her, he or she is likely to write well on that topic. 
 
A number of compositions projects are related to the Proposal, including the Long Project, of 
course. At Ohio University, I usually assign a Set of Instructions first because many Long 
Projects include Sets of Instructions. Often, students will put the Set of Instructions in their Long 
Projects. I mention the possibility of doing this when I assign the Set of Instructions. For 
example, a student who plans to write an Employee Manual for a Long Project may write a Set 
of Instructions on How to Open the Store or How to Close the Store. That way, they have part of 
the Long Project done even before they start the Long Project. 
 
Next, of course, students write a memo to me telling me what they would like to do for the Long 
Project. I approve or disapprove the topics. 
 
Then students write the Proposal in which they plan the Long Project in detail. 
 
I often require an Interview Report in which students interview someone who can help them with 
the content of the Long Project. For example, students can interview a manager at the 
organization for which they wish to write an Employee Manual to find out if any policies have 
changed and to find out what the manager would like to see in the Employee Manual. 
 
I also require a Progress Report in which students tell me the Progress that they have made on 
the Long Project and the work that they still have to do on the Long Project. 
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Finally, students hand in the Long Project. 
 
Note: The Manual is the Long Project. 
 
The student-written proposals are copyrighted by the students who wrote them. 
 
Important Disclosure 
 
The Proposal Project is based on an assignment that Paul Anderson uses in the various editions 
of his book Technical Communication. My Planning Guide for the Long Project is based on his 
Planning Guide, but contains modifications. The Outline for the Proposal is also based on his 
Proposal Outline, but contains modifications. 
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What Do I Have to Do for the Long Project? 
 
Benefits 
 
You will write a long document (a manual or handbook) that you can add to your writing 
portfolio to show prospective employers. You may also be able to mention your manual in your 
Resume. For example: “Wrote the employee manual for Mom-and-Pop Shop.” Or: “Wrote 
manual on ‘How to Live with Arthritis.’” 
 
Assignment Information 
 
• Your manual in this course will be a communication with a body that is 10 to 30 pages long. 
The manual will give to the reader(s) information that the reader(s) can use.  
 
• Advice: Students in technical or computer majors should choose a technical or computer topic. 
 

Examples of Acceptable Topics for the Manual: Overview 
 
Long Sets of Instructions 
 
If you are majoring in an engineering field that requires a deep knowledge of computer-assisted 
drawing, you may want to write a Long Set of Instructions that consists of a tutorial in how to 
use Solid Edge.  
 
Employee Manuals 
 
If you are working at a job that you like (or if you just want to write a manual that will look 
impressive in your Writing Portfolio so that you can get a better job when you graduate), you 
may write an Employee Manual.  
 
Manuals 
 
If you enjoy hunting, you may want to write a manual about how to hunt a certain kind of 
animal.  
 
Or  
 
If you enjoy working with your hands, you may want to write a manual about how to maintain an 
automobile or a motorcycle.  
 
Or 
 
If you enjoy working with your hands, you may want to write a manual about perform simple 
household repairs.  
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Or  
 
If you are an education major, you may want to write a manual about how to maintain discipline 
in the elementary classroom.  
 
Or 
 
If you are interested in health, you may want to write a manual about diet, exercise, and the 
management of stress.  
 
Or 
 
If you are a pre-med major, you may want to write a manual about understanding and living with 
a disease.  
 
Lab or Professional Manuals 
 
If you are studying to be a scientist, you may want to write about how to perform various lab 
techniques.  
 
Or: 
 
If you are an exercise physiology major, you may want to write an Exercise Testing and 
Prescription Manual.  
 
Organizational Handbooks 
 
If you are an officer in an organization, you may want to write a handbook about how to do your 
job. 
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 Employee Manuals 
 
This is for those of you who wish to write an Employee Manual for the Long Project. 
 
• Write an Employee Manual for your place of employment.  
 
• The benefits of writing an employment manual are many: 
 

• If use of your Employee Manual is implemented at your place of employment, you will 
help new employees learn to do their jobs quickly. 
• If use of your Employee Manual is implemented at your place of employment, you will 
reduce the amount of time spent training new employees. 
• If use of your Employee Manual is implemented at your place of employment, you will 
be able to mention in your Resume that you wrote the Employee Manual for your place 
of employment. 
• If use of your Employee Manual is implemented at your place of employment, you may 
be able to get a good letter of job recommendation from your employer. 
• If use of your Employee Manual is implemented at your place of employment, you may 
be able to negotiate a fee for writing the Employee Manual. 
• You will have an impressive communication to add to your writing portfolio to 
demonstrate that you know how to write on the job. 
• Coming up with content will be easy. You will write about many policies and 
procedures. 
•Writing the Employee Manual will be time consuming but may not be difficult. You will 
be able to write an outline with many parts that you may be able to easily write (dress 
code, parking policy, how to open the business, etc.). 

 
• Use the book format for your Employee Manual. In addition to the body of your Employee 
Manual, you will need a cover page, a title page, and a table of contents. In addition, you may 
need an appendix or appendixes. The first page of your introduction will be page 1. Because your 
Employee Manual will be a long communication, you will need to have it bound.  
 
• Your cover page will include the title of your Employee Manual, the name of the organization 
for which you wrote it, the name of the writer(s), and the date. In addition, it may include the 
logo of the organization. 
 
• Your title page will include all of the information that appears on the cover page, plus the 
address of the organization. No logo or other visual aid will appear on this page.  
 
• Your cover pages—front and back—should be cover-stock (aka card-stock) paper. Or you may 
use clear vinyl over the cover page and colored vinyl for the back cover 
 
• When writing the Employee Manual, use a good writing process: 
 



 

 

7 

Setting Goals 
 
Fill out a Long Project: Setting Goals and Analyzing Audience Worksheet to learn about your 
readers—new employees—and about topics of interest to them that you should address in your 
Employee Manual. When you write the Employee Manual, answer the readers’ key questions. 
 
Planning 
 
Brainstorm a list of topics you should address in your Employee Manual. In addition to having 
an introduction and conclusion, you may need to write about the following: 
 
• A Mission Statement. (This may appear in the introduction.) 
 
• Policies: Dress Code, Parking Policy, Absenteeism Policy, Vacation Policy, Pay Policy, etc. 
 
• Procedures: How to Open the Business, How to Close the Business, How to Operate the Cash 
Register and Credit Card Machines, How to Take Inventory, What to Do in Case of an 
Emergency, etc. Instructions can be an important part of Employee Manuals. 
 
• Laws and Regulations: If the organization sells cigarettes or alcohol, employees need to 
understand relevant federal and state laws. Special laws apply to particular organizations; for 
example, a fireworks store must be very careful to enforce laws about smoking. 
 
• Job Descriptions: You may want to list duties to be performed by employees with various job 
titles at the organization. 
 
• Useful Information: For example, your appendix could include a list of useful telephone 
numbers. 
 
For this project, an excellent idea is to interview the organization’s owner or manager to find out 
what topics he or she would like to be included in the Employee Manual. In addition, you can 
find out what the manager or owner would like to have stressed in the Employee Manual. For 
example, if the organization has recently had a problem with employees parking where they 
shouldn’t, you may need to stress the organization’s parking policy when you write your 
Employee Manual.  
 
You may wish to write a survey and ask current employees to fill it out regarding the topics they 
would like to see addressed in an Employee Manual.  
 
In addition, you should plan your visual aids. Determine whether you should include an 
organizational chart. Determine whether you should include a floor plan of the organization. 
Determine which other visual aids, if any, will help the reader. 
 
Drafting 
 
Write successive drafts, and get each draft reviewed. 
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When you describe procedures and such things as filling out forms, write step-by-step directions.  
 
Test your Instructions. Make sure that the intended audience can follow the steps. 
 
Evaluating 
 
An excellent idea is to take along a copy of your outline to your interview with the 
organization’s manager or owner. Ask for a review of the outline to see if you have left out any 
necessary topics, or if you have included any unnecessary topics. Also ask if the manager or 
owner is willing to review a complete draft of your Employee Manual later. 
 
If your Employee Manual contains Instructions, you should test those Instructions, either with a 
performance test or an understandability test. 
 
In addition to the checking you do by yourself, you should ask your peers to review drafts of 
your Employee Manual. 
 
Revising 
 
Revise early and often. While you are still writing the section on procedures, you may be able to 
revise the section of policies. As always, you must balance the work you must do on this project 
for this course with the work you must do on other projects for other courses. 
 
A Final Note 
 
After writing your Employee Manual, don’t be timid about presenting a copy to the organization. 
At a job interview, you will sound more impressive if you can say that you wrote the Employee 
Manual currently being used at an organization instead of merely saying that you wrote an 
Employee Manual in your Technical Writing course. In addition, if the organization uses your 
Employee Manual, you can add to your Resume that you wrote the Employee Manual for that 
organization. 
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What Do I Have to Do for the Proposal? 
 

Proposal Outline 
 
Notes:  
• Be aware that a common mistake is to not go into enough detail in the sections below. Name 
names. Don’t say that “a professor” has agreed to review your Long Project; tell me the name 
(both first and last) of the professor. Don’t say that you will use the library to find books related 
to your subject. Tell me the titles of a couple of books you will use. 
 
•  Avoid plagiarism. Don’t copy sentences from any sample Proposals I may give you.  
•  Write your Proposal using your own words.  
•  In your Proposal, use the same word to refer to your Long Project.  
•  Don’t start out by calling it a manual, then call it a guidebook. 
•  Don’t blindly follow the outline or schedule in any sample Proposals I give you.  
• Your outline and schedule must be suitable for your particular topic. 
•  It’s an excellent idea to arrange for an expert (perhaps a professor) to review your Long 

Project. 
•  Leaving out one or more sections of the Proposal (Problem, Schedule, Qualifications, etc.) 

will lower your grade. 
  
Introduction (No heading is needed for the Introduction of a memo, although you do need a 
heading for the Introduction of your Long Project and other communications using the 
book format.) 
• Explain why you are writing by saying what you want (in this case, you want approval of a 
topic for a Long Project).  
• Tell me the topic and the audience of your Long Project.  
• Say whether you are writing a Report, a Proposal, a long Set of Instructions, a Handbook, or an 
Employee Manual.  
• Be sure to give me enough information to understand what you will do for your Long Project.  
• Do not use a heading for this section. 
 
Problem (You may call this section “Need” if this name is more appropriate.) 
• Describe the problem your Long Project will help solve or the need it will help satisfy.  
• Explain your role in the situation you describe. Are you an employee of the company? A 
member of a class? A user of the computer lab?  
• Persuade me that your Long Project addresses an important problem or need. 
 
Goals and Audience 
To describe goals and audience:  

1) Identify the Final Result you want your Long Project to accomplish. This is the Final 
Result section. 
2) Describe the way you want the Long Project to affect the readers’ attitudes. This is the 
Persuasion section. (You may call this subsection “Effect on Readers’ Attitudes” if this 
name is more appropriate. Note that the Long Project will have more than one reader.) 
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3) Describe the major characteristics of the readers of your Long Project. This is the 
Audience Analysis section. 

 
Solution 
• Write down the tentative outline of your Long Project.  
• Go into detail in your outline. (But don’t list the Table of Contents in your outline.)  
• I should be able to look at the outline and tell that you have been working hard in planning your 
Long Project.  
• Tell me which visual aid(s) you are planning to use in your Long Project. (If you aren’t going 
to use any visual aids, tell me.)  
• Tell me what you want your Long Project to do and how you will design your Long Project to 
achieve your goals. 
 
Method and Resources (You may call this section “Resources” if you think this name is 
more appropriate.) 
• Explain how you are going to obtain the information you will use for your Long Project 
(method of obtaining facts).  
• Will you use surveys, library or WWW research, interviews? (Tell me whom you will 
interview for the Interview Report.) 
• Describe the resources you will use in preparing your Long Project. Your resources can include 
books and journals from a library, pages on the WWW, and people (such as professors) to review 
your work.  
• Be specific in this section. Name titles, Web sites, and names.  
• Persuade me that you have a good plan for obtaining the information you will include in your 
Long Project and that you will be able to get the necessary information in the time available to 
you.  
 
Schedule 
• Tell me when you plan to work on and complete the various parts of the writing process: 
defining goals, planning, drafting, evaluating, and revising.  
• Tell me that you will turn in the Long Project on time, and that you will have a draft for review 
at the scheduled times.  
• The first item on your schedule should be Set Goals and Analyze Audience. You can do that by 
filling out the Planning Guide for the Long Project. 
• Be sure to list when the Progress Report is due, and the days of the Peer Review sessions on 
your Long Project.  
 
Be sure to have the correct due dates. To get the correct due dates, see your schedule for 
this course. Do NOT use the dates that appear in the sample Proposals in this Study Guide.  
 
• Use parallel structure when writing your Schedule; that is, begin each task with a verb. (See 
sample Proposals for examples.)  
• Remember that it’s a good idea to begin writing early—before the research is completed. 
• Don’t leave days when you aren’t doing anything; instead, give yourself blocks of time in 
which to accomplish important tasks—for example, five or ten or more days in which to write 
your first draft.  
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• Be sure that I know that you have a good plan for completing your work on time.  
Note: The time spent working on the Proposal is time spent Planning your Long Project. Don’t 
mention the Proposal in your schedule. Simply write “Plan Long Project” or something similar. 
 
Qualifications 
• Present your real (not fictional) qualifications to undertake writing the Long Project.  
• Persuade me that you will be able to write the Long Project competently. 
 
Management (This section applies only if you are part of a writing team.)  
• If you are writing your Long Project as part of a writing team, then in this section you will tell 
me how you intend to divide up the work.  
• Be aware that I expect all members of the writing team to share in the research, the writing, and 
the revising/editing/proofreading.  
• If you are not part of a writing team, then you don’t need to include this section in your 
Proposal.  
• If you are part of a writing team, be sure that I know that you have a good plan for sharing the 
work.  
Note: Often, the management section will say that Person A will write specific sections listed in 
the outline of the Long Project and Person B will write the remaining sections listed in the 
outline of the Long Project. Of course, both Person A and Person B will share in the 
proofreading, etc. 
Note: When saying who will do what, use first and last names. For example, Joe Student will 
write sections A, B, D, E, and G as listed in the outline, while Jane College will write sections C, 
F, H, I, and J as listed in the outline. 
Note: If you are writing as members of a team, you will need to hand in only one Proposal. It 
will have both writers’ names on it. 
 
Conclusion 
• Emphasize any final points you wish to make.  
• Tell me that you will finish all work on time.  
• Tell me (if you can) that you are enthusiastic about writing this Long Project.  
• Tell me to whom you will give your Long Project, if anyone [a professor (not me), a boss, an 
organization, etc.].  
• You may write that if your Long Project turns out well, then you will give it to the 
organization.  
• If you can, say how the Long Project is relevant to your future career.  
• Persuade me that you are writing something that is important to you and that you are not just 
writing the Long Project for a grade. 
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 Interview Report Assignment (for the Long Project) 
 
As part of your work on the Long Project, you will conduct an interview. Your aim in the 

interview will be to understand what content your target reader needs in your Long Project. It’s 
best if you interview someone from the target audience or the person who is in charge of the 
organization you are writing the Long Project for (not me, but perhaps a manager or business 
owner), although another person close to these people may be interviewed instead.  

If you are writing your Long Project for a business, you should interview your boss or a 
representative of your boss. For example, if you are writing an Employee Manual for a business, 
you should interview your boss to find out what content he or she would like to see in your Long 
Project. Sometimes, you may be able to interview someone else. For example, you may be 
writing an Employee Manual telling the servers of a restaurant in Cleveland how to do their job, 
but you are unable to go to Cleveland to interview the restaurant manager (and you can’t reach 
him or her on the telephone or by e-mail). In this case, you can interview a friend who has 
worked as a server in a similar restaurant and find out what content the server would like to see 
in your Employee Manual. For example, in some Long Projects a reader may suggest a 
Frequently Asked Questions (FAQ) section. 

In your short interview report (1 or 2 pages; typed; in memo format, addressed to your 
teacher), focus on the content you have discovered your readers desire and the ways you will 
address these desires when you write your Long Project. Write a short introduction reminding 
me of the topic of your Long Project and tell me whom you interviewed. The rest of the report 
may be written in question-and-answer format: Write each question you asked and summarize 
the answer underneath the question. These are good questions to ask:  

 
 1) What content would you like to see in my Long Project?  
 2) What visual aids would you like to see in my Long Project?  
 3) What are the most important things to stress in my Long Project?  
 4) What will be the most frequently asked questions by the readers?  
 5) What attitudes should the readers have after reading my Long Project?  
 6) What do you think of my outline of my Long Project? 
 7) Would you be willing to criticize a draft of my Long Project? 
 8) What else do you think I should know? 
 

In addition, if you are writing an Employee Manual, you may need to ask if there are any new 
policies or any recent changes in policy. 

Sometimes, students will modify their Long Project outline in light of what they learn from 
their interviews. No problem.  
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To: David Bruce 
From: Charles Denier 
Date: November 5, 2004 
Re: Interview for My Long Project 
 
For my Long Project, I will be writing an Employee Manual for the Little Rome Pizza Parlor in 
Albany, New York, where I have worked for the past three summers. To gain information that 
will help me to write the Employee Manual, I interviewed Sandra Brice, the owner and manager. 
 
1) What content would you like to see in my Long Project?  
Your outline looks very good, but add “Parking” to the list of policies because we have had a 
problem recently with employees parking in the wrong place. Also, do a thorough job with 
“Kitchen Clean-Up” in the list of procedures because cleanliness is so important to the 
restaurant. 
 
2) What visual aids would you like to see in my Long Project?  
An important visual aid would be a floor and table layout. Servers need to know the identifying 
numbers and locations of the tables in the dining room so they know where to take the food when 
it is cooked. Often, servers help each other, and the server who delivers the food may not be the 
server who took the order. 
 
3) What are the most important things to stress in my Long Project?  
By far the most important thing to stress is customer satisfaction. I am glad that you have 
included a section on “Proper Etiquette When Dealing with Customers” in your outline because 
if the customers are not happy, then we won’t stay in business for very long. The other important 
things to stress are food safety and cleanliness. 
 
4) What will be the most frequently asked questions by the readers?  
Servers will want to know what to do if they have a dissatisfied customer. They should 
immediately contact the manager—either me or Shirley Conner—and let us deal with the 
situation. 
 
5) What attitudes should the readers have after reading my Long Project? 
They should realize that customer satisfaction is the most important thing at Little Rome Pizza 
Parlor. We want our customers to have a good time at Little Rome and to go away happy. 
  
6) Would you be willing to criticize a draft of my Long Project? 
Sure. E-mail a copy to me, and I will read and criticize it. 
 
7) Is there anything else I should know? 
Not really. The most important thing is to add “Parking” to your outline. 
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Research and Interview Worksheet 
 
Who will be a good person for you to interview? 
 
 
What are the goals of your research? (What do you wish to find out from your interview? 
For example, if you are writing an Employee Manual, you may wish to learn whether the 
organization has instituted any new policies recently.) 
 
1.  
 
2.  
 
3.  
 
 
Brainstorm a list of questions to ask your interviewee: 
 
1. What content would you like to see in my Long Project?  
 
2. What visual aids would you like to see in my Long Project? 
 
3. What are the most important things to stress in my Long Project? 
 
4.  
 
5.  
 
6.  
 
7. 
 
8. What else do you think I should know? 
 
 
Can you take an outline of your Long Project to the interview and ask the interviewee to 
review it? Is the interviewee willing to review a complete draft of your Long Project? 
 
Note: Go on to next page. 
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Survey 
 
No one is required to use a survey to help them write their Long Project, but if you think that a 
survey will help you, answer the following questions: 
 
• Which group of people would it be worthwhile for you to survey for your Long Project? 
 
 
• What is the best method for you to use in surveying these people (face-to-face, handout, etc.)? 
 
 
• Write down some questions you can use in your survey to get the information you need: 

1.  

 

2.  

 

3.  

 

4.  

 

5. 

 

6. 
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Worksheet: Setting Goals, Analyzing Audience, and Thinking Ethically 
 
Topic, Purpose, and Final Result  
 
What are you writing? What is the communication’s topic? 
 
 
 
 
Why are you writing the communication (other than it’s a course requirement)? What is the 
communication’s purpose? 
 
 
 
 
What outcome (final result) do you desire? After the target audience reads the communication, 
what do you want to happen? 
 
 
 
 
Target Audience and Other Readers 
 
Who are your primary readers? Who is your target audience? 
 
 
 
 
What is your readers’ relationship to you? Do your readers know you? 
 
 
 
 
What are your readers’ job titles and responsibilities? Are your readers decision makers, 
advisors, or implementers? 
 
 
 
 
Who else might read your communication? Sometimes, people who are not in your target 
audience will read what you wrote. 
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How familiar are your readers with your subject? Do you need to provide any background 
information?  
 
 
 
 
 
How familiar are your readers with your specialty—knowledge you learned in your major? Will 
your readers be familiar with the words and concepts you use? 
 
 
 
 
 
What is your readers’ attitude toward your subject? Why? What do you want it to be? 
 
 
 
 
 
What is your readers’ attitude toward you? Why? What do you want it to be? 
 
 
 
 
 
What events and circumstances influence the way you should write? For example, knowing that 
the reader has just written a large check to the IRS may make it difficult to persuade the reader to 
spend money. 
 
 
 
 
 
How will your readers use the information you provide? For example, if you are writing a Set of 
Instructions, you will want to use numbered steps and you will want to be sure that your Set of 
Instructions can lie flat (don’t use a binding that forces the reader to close the Sets of Instructions 
when not actually reading them) because readers will read a step, then perform the step, and then 
find and read the next step. 
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Readers’ Questions 
 
What are the important questions your readers will want you to answer in the communication? 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Stakeholders: Identify all the stakeholders. 
Who, besides your readers and yourself, are the stakeholders in your communication? (Stake- 
holders are people who will be affected by your communication.) In the next section, you will 
answer this question: How will the stakeholders be affected by your communication? 
 
 
 
 
 
Ethics: Determine if your communication is ethical. 
Is this communication ethical? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
 
 
 
• What are the consequences of the action you are thinking about doing? (Be sure to consider the 
consequences for all the stakeholders.) 
 

 

 
 
• Are there any other ethical considerations that you should take into account? (For example, 
effect on the environment? Effect on future generations? Does the action you are considering 
doing involve breaking any ethical rules that are important to you? Are your persuasive strategies 
ethical?) 
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Legality: Determine whether your communication is legal. 
For example, if you are making a recommendation, is the recommended action legal? 
 
 
 
 
 
Strategies for Achieving Your Goals 
What are some strategies you can use to make your communication persuasive? What arguments 
will you use? What persuasive points will you make? (For example, telling the benefits for the 
readers is persuasive.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
What are some strategies you can use to make sure your communication gives the readers the 
information they need? (For example, you will provide answers for all the readers’ important 
questions that you listed earlier, but are there any other questions you should answer?) What 
informative points do you need to make? How can you make it easy for the readers to use the 
information you provide? (For example, using headings makes it easy to find information.) Make 
notes about anything else you have learned from filling out this worksheet. (For example, how 
long should the communication be? Should the tone be formal or informal?) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 

 
Note: This Planning Guide is based on the work of Paul Anderson, author of Technical Communication 
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Proposal Worksheet 
 
Decide what you would write in each of the following parts of your Proposal. Take notes on 
each section. The reader of your Proposal in this course is your teacher. 
 
Introduction: You want your teacher to learn generally what you want to do. 
Notes: For your Long Project, what is your topic, and who is your audience? 
 
 
 
 
Problem: You want to persuade your teacher that there is a significant problem, need, or goal 
that you can solve, meet or achieve. 
Notes: What significant problem, need, or goal will your Long Project help to solve, meet or 
achieve? 
 
 
 
 
Goals: You want to persuade your teacher that you know the goals that must be reached in order 
to solve the problem. 
Notes: What is the Final Result you wish to accomplish by writing the Long Project? What do 
you want to persuade the readers of when you write the Long Project? What are the important 
characteristics of the audience for whom you are writing the Long Project? 
 
 
 
 
Solution: You want to persuade your teacher that the proposed project will be effective in 
solving the problem, meeting the need, or achieving the goal that your teacher now agrees is 
important. You will include a copy of your proposed outline of your Long Project, and you will 
describe the visual aids you will use in it.  
Notes: What are some topics you will list in your outline of your Long Project? 
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Notes: What kinds of visual aids will you use in your Long Project to help its readers? 
 
 
 
 
Resources: To determine how to explain your proposed method, imagine that Your teacher has 
asked you, “How will you bring about the result you have promised?” By describing how you 
will get the information you need to write the Long Project, you help assure Your teacher that 
you will be able to write a competent Long Project. By describing the resources to be used for 
your Long Project, you help assure Your teacher that you will be able to get the information and 
help that is required to do the job properly. 
Notes: What research will you need to do to write your Long Project? Who can you interview to 
get advice about the content of your Long Project? 
 
 
 
 
Notes: What resources will you need to use to write your Long Project (books, journals, WWW 
sites, experts whom you can interview)? Will one or more experts be willing to review your 
Long Project? If so, list his or her or their name(s). 
 
 
 
 
 
Schedule: Proposal readers have several reasons for wanting to know what your schedule will 
be: 1) they want to know when they can enjoy the final result, 2) they want to know how you 
will schedule the work so they can be sure the schedule is reasonable and sound, 3) they may 
want to plan other work around the project, and 4) they want a schedule so they can determine if 
the project is proceeding according to plan. 
 
Things to put in your Schedule: 
 
• Date on Which You Set Your Goals for the Long Project.  
 
• Dates During Which You Will Do Research and Planning (Such as Writing a Detailed Outline). 
 
• Dates During Which You Will Do Drafting. 
 
• Dates During Which You Will Do Evaluation, Such As Checking and Getting Peer Reviews  
and an Expert Review. 
 
• Dates During Which You Will Do Revising. 
 
• Due Dates for the Interview Report, Progress Report, and Long Project. 
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Qualifications: You want to persuade your teacher that you are capable of writing the proposed 
Long Project. Proposal readers want to be sure that the proposers have the experience and 
capabilities to carry it out successfully. 
Notes: What are my qualifications for writing my Long Project on this topic? 
 
 
 
 
 
 
 
Management: You want to persuade your teacher that you are capable of managing the 
proposed solution. When you propose a Long Project that will be team-written, you can make 
your Proposal more persuasive by describing the management structure of your group. (You will 
have a Management section only if you are writing your Long Project as part of a writing team.) 
Notes: Who will write which sections of the Long Project? When can my co-writer and I meet to 
set goals, plan, and evaluate drafts? 
 
 
 
 
 
 
 
Conclusion: Naturally, Your teacher wants to know whether the Long Project will be completed 
on time. Your teacher also hopes that you are enthusiastic about writing the Long Project and 
that it is important to you. 
Notes: Will writing this Long Project help me in my career? 
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Setting Goals and Analyzing Audience Worksheet (for Proposals) 
 
Decide what you would write in each of the following parts of the Goals and Audience Analysis 
section of your Proposal. Take notes on each section. (This worksheet takes up three pages.) 
 
Final Result:  
 
The Final Result is the end result you would like for your Long Project to accomplish. In other 
words, after your target audience reads your Long Project, what do you want to happen? In 
addition, readers have tasks to perform while reading. By thinking about those tasks, you can 
help the readers to do their jobs. For example, how can you help readers to look up information 
quickly? How can you help readers use Instructions accurately? How can you help employees 
find the locations of things? 
 
Two examples from Proposals:  
 
Final Result: The final result I wish to bring about will be to help J&S Marathon gas station 
employees to give the best service possible. My employee handbook will help employees 
provide good service. It will include Instructions about the use of etiquette when dealing with 
customers and will include visual aids to show the locations of stock and Instructions to show 
how to do necessary daily procedures. With the help of my manual, the employees will observe 
good etiquette when dealing with customers and will be able to perform their job duties well. 
 
Final Result: My manual will serve as a guide for students who are having trouble in the 
chemistry laboratory. With the use of my manual, they will be able to safely and correctly 
perform such common laboratory procedures as titrating, centrifuging, electrolysis, and weighing 
and measuring solids and liquids. 
 
Notes: What is the Final Result you want your Long Project to bring about? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Continued on next page. 
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Persuasion:  
 
To persuade the readers to be confident when dealing with customers, you can include 
Instructions about on-the-job etiquette and how to deal with angry customers. To convince the 
readers that you are a competent source of information, you can proofread carefully and test your 
Instructions so that they are accurate. You can also establish your credibility by saying that you 
wrote the Long Project with the help of a person with lots of authority, such as a manager or 
owner.  
 
Two examples from Proposals:  
 
Persuasion: Another purpose of this handbook will be to help the employees to feel confident in 
certain situations that arise at work. Confidence is very important in this job because employees 
deal so much with people. I will persuade the employees to feel confident by writing about how 
to deal with people at work by providing tips for proper etiquette when dealing with customers. 
In addition, I will persuade the employees to feel confident when dealing with emergencies by 
providing Instructions for handling emergency situations. I know that different people will have 
different attitudes about working at J&M Marathon, but my goal is to make everyone become 
enthusiastic workers.  
 
Persuasion: I will stress the importance of the laboratory sections, which are important not only 
for a grade but also for future courses and for future work as a chemist. In addition, I will stress 
the importance of safety procedures in the laboratory and will persuade the readers to observe 
these safety procedures while conducting experiments. 
 
Notes: How do you want to affect your readers’ attitudes? What persuasive strategies can you 
use in your Long Project to affect your readers’ attitudes in the way you want? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Continued on next page. 
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Audience Analysis:  
 
To write effectively, you have to understand your audience. For example, does your audience 
consist of implementers, decision-makers, or advisors? How much education will your audience 
have? Will your audience understand any technical language you use, or will you have to define 
technical terms and explain technical concepts? 
 
An example from a Proposal:  
 
Audience Analysis: My audience consists of implementers who will obey the policies of the 
business and who will follow the instructions for company procedures. The employees of the 
business come from very diverse backgrounds and experience; they will range from students 
who are still in high school to people who are working part time in retirement. Because of this, I 
will use language and a writing style that are clear enough and simple enough to be understood 
by the full spectrum of current and future employees. All the readers will understand the terms I 
use, so I will not need to include a glossary. 
 
Audience Analysis: My manual will be written for first-year students who are taking Introduction 
to Chemistry at Clippinger Laboratories. My audience consists of implementers who will obey 
the policies of the laboratory and who will follow the instructions for laboratory procedures. 
Because some of these students will be unfamiliar with terms used in chemistry, I will include a 
glossary of these terms in an appendix, and in the introduction of my Long Project I will tell the 
readers to refer to the glossary as needed. 
 
Notes: What are the major characteristics of the readers of your Long Project? Will they be 
implementers, decision-makers, or advisors? What do you have to do to write effectively for 
these readers? Will they understand the terms you use? 
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Proposal Checklist 
 
Format 
 
1. Do you use the memo format and address the memo to your teacher? 
 
2. Do you use the proper header at the top of page 2 and all following pages? (The header 
consists of name of reader, page number, and date.) 
 
3. Do you avoid having a huge bottom margin on page 1? The bottom margin should be roughly 
one inch.  
(Note: It is OK for your outline to cross pages.) 
 
Introduction 
 
1. Do you tell the reader the topic and audience of your Long Project?  
(Note: Your teacher is NOT the audience of your Long Project; you are writing it for other 
people.) 
 
Problem 
 
1. Do you write persuasively that your Long Project will solve or help solve an important 
problem? 
 
Goals 
 
1. Do you identify the Final Result you wish your Long Project to accomplish? 
 
2. Do you identify how you wish to persuade the readers of your Long Project to act or to think? 
(This is the Persuasion sub-section.) Don’t use the word “you” to refer to the readers of your 
Long Project. “You” is your teacher, the reader of the Proposal. 
 
3. Do you have an Audience Analysis? (For example: What are the major characteristics of the 
readers of your Long Project? Are you writing for decision makers, advisors, and/or 
implementers? What kind of vocabulary must you use for your audience? Will the audience 
members understand technical terms?) 
 
Solution  
 
1. Does your outline of your Long Project include the major headings and the minor headings of 
your Long Project? 
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2. Does your outline use capitalization consistently? That is, do you use a consistent style for 
capitalization? For example, you may capitalize all the important words, or you may capitalize 
only the first word of each major heading or minor heading. Whichever style you use, use it 
consistently. 
 
Wrong (mistakes with capitalization): 
 III.  Employee Responsibilities 
 IV. How to deal with customers 
 A. Telephone etiquette 
 B.  Person-to-Person Etiquette 
 
Right (capitalization OK): 
 III.  Employee Responsibilities 
 IV. How to Deal with Customers 
 A. Telephone Etiquette 
 B.  Person-to-Person Etiquette 
 
Also Right (capitalization OK): 
 III.  Employee responsibilities 
 IV. How to deal with customers 
 A. Telephone etiquette 
 B.  Person-to-person etiquette 
 
Note: An easy way to handle capitalization in the Outline and the Schedule sections of your 
Proposal is to capitalize all the important words. Alternatively, you could capitalize the first 
word of each item and all proper nouns. 
 
3. Does your outline include an introduction and a conclusion? 
 
Wrong: 
 I. Culture shock 
 A. Americans 
 B. Frenchmen 
 C. Your host family and you 
 
Right: 
 I. Introduction 
 A. Welcome to the study abroad program 
 B. Topic and purpose 
 C. Benefits of using this guide 
 II. Culture shock 
 A. Americans 
 B. Frenchmen 
 C. Your host family and you 
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4. Does your outline include appendices, if relevant? 
 
5. Do you identify which kinds of visual aids you will use in your Long Project? 
 
Resources 
 
1. Do you state whom you will interview to get advice about the content of your Long Project? 
 
2. Do you identify other necessary resources, such as an expert who is willing to review your 
Long Project? 
 
Schedule 
 
1. Does your schedule begin with “Set Goals and Analyze Audience”?  
 
2. Does your schedule include all the parts of the writing process: Setting Goals, Planning, 
Drafting, Evaluating, and Revising? 
 
3. Does your schedule include the correct due dates for the Interview Report, Progress Report, 
and Long Project? 
 
4. Does your schedule include the correct dates of all the Peer Review Sessions? 
 
5. Does your schedule show that you will begin drafting the Long Project early—for example, 
the day after you turn in your Proposal? 
 
6. Does your schedule mention your Proposal? If it does, it should not. The time you spend 
working on the Proposal is actually time you spend planning your Long Project. This time should 
appear as “Planning” in your schedule. 
 
7. Does your schedule have parallel structure for each task listed? That is, each task listed should 
begin with a verb; for example, “Participate in First Peer Review Session.” 
 
Wrong (parallel structure is not used): 

Goals and Audience  February 18 
Planning and Researching of Project February 18-27 
Write Detailed Outline February 21 
Writing Interview Questions February 22 
 

Right (parallel structure is used): 
Set Goals and Analyze Audience February  18 
Plan and Research Project February 18-27 
Write Detailed Outline February 21 
Write Interview Questions February 22 
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8. Does your schedule show you working on your Long Project during all the time you have 
available? You should have one or more tasks you work on each day until the due date for the 
Long Project. 
 
9. Does your schedule use capitalization consistently? That is, do you use a consistent style for 
capitalization? For example, you may capitalize all the important words, or you may capitalize 
only the first word of each major heading or minor heading. Whichever style you use, use it 
consistently. 
 
Wrong: 

Set goals and Analyze audience February 18 
Plan and Research Project February 18-27 
Write detailed outline February 21 
 

Right: 
Set Goals and Analyze Audience February  18 
Plan and Research Project February 18-27 
Write Detailed Outline February 21 
 

Also Right: 
Set goals and analyze audience February  18 
Plan and research project February 18-27 
Write detailed outline February 21 
 

10. Are the tasks in your schedule listed according to the first date of a range of dates? For 
example, February 18-27 will be listed before February 21. 
 
Wrong: 

Set Goals and Analyze Audience February 18 
Write Detailed Outline February 21 
Plan and Research Project February 18-27 
 

Right: 
Set Goals and Analyze Audience February  18 
Plan and Research Project February 18-27 
Write Detailed Outline February 21 
 

11. Double-check the dates for 1) Setting Goals and Analyzing the Audience, 2) Handing in the 
Interview Report, 3) Writing the Progress Report, 4) Attending Peer Reviews, 5) Handing in the 
Long Project. They must be correct. Do they match the dates in your schedule for this course?  
12. Do you write that you will have some pages written by the time of the first Peer Review?  
 
Qualifications 
 
1. Do you identify your real (not fictional) qualifications for writing the Long Project? 
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2. Should you list this Technical Writing course as one of your qualifications for writing the 
Long Project? 
 
3. Have you avoided beginning many sentences with “I”? 
 
4. Have you varied your sentence length and structure? (Don’t use several short, simple 
sentences in a row.) 
 
Management (You need to do this section only if your Long Project will be written by a team.)  
 
1. Do you state clearly who will be writing which sections, and do you share proofreading and 
editing duties? 
 
Conclusion 
 
1. Do you say that the Long Project will be finished on time? 
 
2. Should you say that the Long Project, if it turns out well, will be added to your Writing 
Portfolio? 
 
3. Are you able to write that you are enthusiastic about writing the Long Project? 
 
4. Have you avoided beginning many sentences with “I”? 
 
5. Have you varied your sentence length and structure? (Don’t use several short, simple 
sentences in a row.) 
 
Proofreading 
 
1. Have you carefully proofread your Proposal for grammar, spelling, and punctuation errors? 
 
2. Is there anything you need to add to make your Proposal more informative or more 
persuasive? 
 
3. Have you avoided having too many sentences in a row begin with “I”? (Check especially the 
Qualifications and the Conclusion sections for this.) 
 
4. Have you varied sentence length and structure? (Don’t use several short, simple sentences in a 
row. Check especially the Qualifications and the Conclusion sections for this.) 
 
5. Have you remembered to run a final spelling check before printing your Proposal? 
 
6. Have you proofread and checked your Proposal one final time after printing your Proposal? 
 
7. Have you proofread three times? 
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Important Points 
 

Before I read your entire Proposal, I check these things first: 
 
1. I check the header (name of reader, page number and date—which must match the date on the 
first page of your Proposal) on page 2 and the following pages of your Proposal. 
 
2. I check your Outline. For example, does it have an Introduction and a Conclusion? 
 
3. I check your Schedule. For example, are the due dates of papers and are the dates of the peer 
review sessions correct? 
 
4. I check your Outline and Schedule for consistent capitalization. One possible style to use 
when writing your Outline is to capitalize all the important words. 
 
5. I check your Schedule to make sure that you have given yourself adequate time to write a first 
draft. Don’t try to write it all in one day. 

 
Proposal Outline and Schedule Checklist 

 
Outline 
 
• Double-check for consistent capitalization. One possible style to use when writing your Outline 
is to capitalize all the important words. 
 
• Double-check that you don’t list the Table of Contents after or as part of your Introduction. The 
Table of Contents appears first, then the Introduction. (Actually, you don’t need to mention the 
Table of Contents at all.) 
 
• Double-check to be sure that your Outline contains both an Introduction and a Conclusion. 
 
• Double-check that if you write you will have Appendixes, you tell me what those Appendixes 
will be. 
 
• Double-check that your Outline is complete. I like to see long, detailed Outlines. 
 
• Double-check that following the Outline, you tell me about your Visual Aids. (If you won’t 
have Visual Aids, tell me that.) 
 
Schedule 
 
• Double-check for consistent capitalization. One possible style to use when writing your 
Schedule is to capitalize all the important words. 
 
• Double-check to be sure that your Schedule includes the correct due dates for Setting Goals and 
Analyzing Audience.  
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• Double-check to be sure that your Schedule includes the correct due dates for the Progress 
Report, the Interview Report, and the Long Project. 
 
• Double-check that your Schedule includes the correct due dates for all the Peer Review 
Sessions. 
 
• Double-check that you give yourself lots of time to write a draft of your Long Project. (Don’t 
write that you are going to write the draft in one day—are you crazy?) 
 
• Double-check that you have something to do on your Long Project each day. Use all the time 
that is available to you. 
 
• Double-check that you write that you will revise your Long Project after each Peer Review 
Session. 
 
• Double-check that the first task in your Schedule is “Set Goals and Analyze Audience.” 
 
• Double-check that you don’t mention the Proposal at all in the Schedule. (I don’t need to know 
anything about how you wrote the Proposal—I will know it’s done because I will be reading it. 
What I need to know about is your Long Project.) All the time that you spend writing your 
Proposal is time that you spend planning your Long Project, so list it in your Schedule as 
something like “Plan Long Project.” 
 
• Double-check that each task in your Schedule begins with an imperative verb so that you have 
parallel structure. 
 
• Double-check that the tasks in your Schedule are listed according to the first date of a range of 
dates. For example, February 18-27 will be listed before February 21. 
 
Wrong: 

Set Goals and Analyze Audience February 18 
Write Detailed Outline February 21 
Plan and Research Project February 18-27 
 

Right: 
Set Goals and Analyze Audience February  18 
Plan and Research Project February 18-27 
Write Detailed Outline February 21 

 
• Be aware that binding will take about 10 minutes; however, if a business is busy, the employee 
may ask you to pick your Long Project the following day. In addition, be aware that you can go 
to bind your Long Project at more than one place: Kinko’s, Grade A Notes, etc. 
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The Most Important Things I Have Learned from Writing the Proposal 
 

Note: In this section, “I” refers to you, the student. 
 
• From writing my Proposal, I have learned what a Proposal is. In a Proposal, the writer offers 

to do something for the reader in return for something else. For example, the writer may offer 
to solve a problem for the reader in return for money.  

 
• From writing my Proposal, I have learned the typical writing situations for Proposals: 
 

1) I may write a Proposal to drum up business for my organization. For example, I may 
have a small business in which I design mail order catalogs. I may write a Proposal to a 
business offering to design their mail order catalog in return for money. 
 
2) I may write a Proposal in which I apply for a grant to fund a non-profit organization or 
project. For example, if I am a teacher who wishes to start a school beautification project, 
I may write a Proposal asking for grant money to do so. 
 
3) I may write a Proposal to my boss, asking that I be allowed to work on a certain 
project. For example, I may come up with a better way of organizing the warehouse. I 
may write a Proposal asking that I be given a team of workers and a certain amount of 
time to reorganize the warehouse. 
 
Note: The particular Proposal that I have written is most similar to #3 above, except that I 
wrote my Proposal for a  teacher rather than for a boss. 

 
• From writing my Proposal, I have learned the typical sections of Proposals: 
 

Introduction: In the Introduction section, I answer the reader’s question, What is this 
communication about? The persuasive point I make is, The topic is of concern to you. 
 
Problem: In the Problem section, I answer the reader’s question, Why is the proposed 
project needed? The persuasive point I make is, The proposed action addresses a problem 
that is important to you.  
 
Goals and Audience: In the Goals and Audience section, I answer the reader’s question, 
What features will a solution to this problem need in order to be successful? The 
persuasive point I make is, A successful solution must achieve the following goals and 
reach the following audience. 
Note: Sometimes, this section is called “Objectives.” “Objectives” is a fancy word for 
“Goals.” 
 
Solution: In the Solution section, I answer the reader’s question, What will your 
proposed solution look like? The persuasive point I make is, Here’s what I plan to 
produce, and it has the features necessary for success. 
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Method: In the Method section, I help answer the reader’s question, Are you going to be 
able to deliver what you describe here? The persuasive point I make is, Yes, because I 
have a good method of obtaining facts. 
 
Resources: In the Resources section, I help answer the reader’s question, Are you going 
to be able to deliver what you describe here? The persuasive point I make is, Yes, 
because I have the necessary facilities, equipment, and other resources. 
 
Schedule: In the Schedule section, I help answer the reader’s question, Are you going to 
be able to deliver what you describe here? The persuasive point I make is, Yes, because I 
have a workable schedule. 
 
Qualifications: In the Qualifications section, I help answer the reader’s question, Are 
you going to be able to deliver what you describe here? The persuasive point I make is, 
Yes, because I have appropriate qualifications. 
 
Management: In the Management section, I help answer the reader’s question, Are you 
going to be able to deliver what you describe here? The persuasive point I make is, Yes, 
because I have a sound management plan.  
 
Costs: In the Costs section, I help answer the reader’s question, What will it cost? The 
persuasive point I make is, The cost is reasonable. 

 
Of course, I realize that I may need to modify the above sections for my particular Proposal. For 
example, the Proposal that I write for this course will not have a Cost section but will have a 
Conclusion. 
 
Note: The reader’s questions and the persuasive points mentioned in this section come from the 
work of Paul Anderson in his textbook Technical Communication. 
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To:  David Bruce 
From:  Staci Smith 
Re:  Proposal of Long Project 
Date:  February 22, 20-- 
 
I am writing this memo to ask for your approval to write a long set of instructions for my Long 
Project. The instructions will describe how to teach a jazz dance class to mostly beginners or 
non-dancers. The target audience for my instructions includes dancers who are not experienced 
teachers. In the instructions I will explain what exercises to teach for a warm up, technique, a 
larger combination, and a cool down. I will also explain how to teach them effectively so that the 
majority of the students are likely to understand. 
 
PROBLEM 
 
I have been dancing for most of my life and teaching dance occasionally. In the last couple of 
years, I have really become involved in teaching different styles of dance, whether for a grade, 
job, or just for fun. Even when it was just for fun, I found myself getting very nervous and 
unsure of how to get started. Luckily, I was teaching under the supervision of faculty who could 
guide me. However, most dancers or aspiring teachers do not get that opportunity, and that is 
what I would like to provide with my set of instructions. With this set of instructions, a teacher 
can walk into a class with confidence in knowing that the students will be provided with a 
beneficial lesson. The teacher can then vary the exercises and movements to fit his or her needs 
for the remainder of the class. Basically, the instructions will provide some starting ground.  
 
GOALS AND AUDIENCE 
 
Final Result: 
My instructions will describe to dancers how to teach a jazz class to other students (beginners). It 
will increase their confidence in teaching because they will be prepared and not have to worry 
about where to start. These instructions can serve as starting ground and can later be altered to 
accommodate the goals for the remainder of the class.  
 
Effect on Readers’ Attitudes: 
These instructions will increase the readers’ confidence levels. Getting started is half of the battle 
when it comes to teaching dance. Therefore, having instructions that provide step-by-step 
exercises and methods for teaching is very valuable. The teachers will be able to focus more on 
catering to the students’ needs and less on appearing incompetent. 
 
Audience Analysis: 
The audience for these instructions is basically comprised of dancers who are beginning to teach. 
They must be inexperienced teachers considering that experienced teachers would not need 
instructions. A strong dance background would be advised for using these instructions though 
exceptions could exist. 
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SOLUTION 
 
The following is an outline of my instructions: 
 
I. Introduction 

A. Topic and reasoning 
B. Space and time needed 
C. Importance of teaching 
D. Warning for physical exercise 

 
II. Warm up 

A. Getting started moving the body 
B. Stretching 
C. Warming up the feet 
D. Warming up the core 
E. Isolations 

 
III. Floor Work 

A. Strength work 
B. Coordination 
C. Rhythm and timing 

 
IV. Across the Floor 

A. Prances (preparing the body to travel) 
B. Chenes (turns) 
C. Combination traveling through space 
D. Big jumps through space 

 
V. Large Combination 

A. Breaking it down 
B. Adding counts 
C. Adding music 
D. Run through of the material 
E. Performing full out in groups 

 
VI. Cool Down 

A. Lowering the heart rate 
B. Stretching 
C. Breathing 

 
VII. Conclusion 

A. Importance of properly teaching a class 
B. Benefits of having a guide/instructions 

 
Visual Aids: I will use photographs, or other visual aids as needed, throughout the entire set of 
instructions to show movement and correct body placement.  
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RESOURCES 
 
I will not be using many concrete resources for my project. Instead, most of my information will 
come from my own personal experience along with other students I dance with-beginning 
teachers. I will, however, be using some information from the “Ohio University School of Dance 
Non-Major Dance Class Handbook,” which was compiled by the faculty of the School of Dance, 
and also the Factory Street Curriculum Guide. I will be interviewing Sarah McCoy, a current 
junior dance major at Ohio University, as well. Collectively, all of these resources will provide 
me with the information I need to write efficient instructions.  
 
SCHEDULE 
 
Set Goals and Analyze Audience February 17 
Research and Plan February 19-21 
Write Rough Draft February 21-27 
Participate in First Peer Review Session February 27 
Revise February 27-March 6 
Turn in Interview Report February 28 
Participate in Second Peer Review Session March 6 
Revise  March 6-10 
Test Instructions March 7-9 
Turn in Progress Report  March 9 
Participate in Third Peer Review Session March 10 
Complete Final Revisions March 10-12 
Turn in Long Project March 13 
 
QUALIFICATIONS 
 
Currently, I have approximately three years of experience teaching, whether for a grade, a job, or 
just for fun. I have taught young children between the ages of four and eleven and also non-
dance major college students. Previously, I would become very nervous and anxious before 
teaching a class for the first time. However, with the guidelines I have devised along with the 
help and encouragement of faculty in the School of Dance, I have learned how to overcome the 
nervousness and create a beneficial and effective lesson plan for teaching.  
 
CONCLUSION 
 
It is very important to teach effectively, and nerves and anxiety often hinder this. I am positive 
that my instructions will increase confidence in beginning teachers and create guidelines for 
them in the future. One teacher can affect so many people; consequently, I find that it is 
extremely important for that teacher to be conveying information effectively, safely, and 
constructively for the benefit of the students. Teaching dance has become an important part of 
my life and is something I plan to do in my future career. Having been through the experience of 
anxiety before teaching a new class, I feel that I can write valuable instructions to those who may 
experience the same. I will certainly make the Long Project available to any beginning teachers 
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here at Ohio University and anywhere else I may encounter them. If my instructions turn out 
really well, perhaps I can provide them to faculty as part of the “Ohio University School of 
Dance Non-Major Dance Class Handbook.” This is a topic that is very important to me and 
probably to many others out there, as well. It will be completed and turned in by March 13, 2006. 
I just hope to be able to help others along their teaching journey in a way I know that I would 
have appreciated. 
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To: David Bruce 
From: Lindsey Richardson 
Date: February 22, 20-- 
Re: Proposal of Long Project 
 
I would like permission to write a guidebook for present and future teachers on How to Prepare 
Students to Read in the Content Area. This guidebook will benefit the teacher as well as the 
students.  
 
Problem 
 
As an education major, I have learned that teachers sometimes have a hard time using content 
area reading materials with unusual concepts and terms. Content reading involves materials such 
as chemistry, history and government texts. When using these reading resources, teachers tend to 
get into a rut in teaching the same lesson year after year. I feel if I create a guidebook as my 
Long Project, teachers will read about the strategies of teaching reading in the content area and 
form new ideas for lessons. Teachers will be able to see sample lessons for each different 
method. 
 
Goals and Audience 
 
Final Result: My guidebook will guide future and present teachers in teaching reading in the 
content area. It will provide teachers strategies of teaching reading in the content area along with 
example plans to get out of a rut and bring more fun and interesting ideas into the classroom. 
 
Persuasion: My guidebook will give future and present teachers the guidance to teach a lesson in 
reading in the content area. It will also let them know how important it is to teach reading in the 
content area effectively. My guidebook will persuade teachers to use more fun and interesting 
methods of teaching. 
 
Audience Analysis: My guidebook will be written for present and future teachers. My audience 
will be a technical group, and I will be using technical terms. The individuals using my 
guidebook will all be teachers and/or someone in the teaching field; therefore, my terms should 
be familiar to them. 
 
Solution 
 
My guidebook will introduce how important this topic of reading in the content area is, its 
purpose, and its benefits. It will then give strategies and example lesson plans in teaching reading 
in the content area. 
 
Outline: 
 
I. Introduction 
 A. Topic 
 B. Purpose 
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 C. Benefits 
D. Intended Audience 

 
II. Five Divisions of Reading in the Content Area 
 A. Asking and Answering Questions Before Reading 
 B. Forecasting Passages 
 C. Understanding Vocabulary 
 D. Graphically Representing Information 
 E. Writing Before Reading  
 
III. Asking and Answering Questions Before Reading 
 A. Strategy: Scaffolded Reading Experience 
 B. Lesson Plan: Prediction Cards 
 C. Strategy: Directed Reading Activity 
 D. Lesson Plan: Reading Activity 
 
IV. Forecasting Passages 
 A. Strategy: Story Impressions 
 B. Lesson Plan: Book Activity 
 C. Strategy: Analogies 
 D. Lesson Plan: The Earth 
 
V. Understanding Vocabulary 
 A. Strategy: Feature Analysis 
 B. Lesson Plan: Animals 
 C. Strategy: Possible Sentences 
 D. Lesson Plan: Physics 
 
VI. Graphically Representing Information 
 A. Strategy: Semantic Web 
 B. Lesson Plan: The Solar System 
 C. Strategy: K-W-L 
 D. Lesson Plan: History 
 
V. Writing Before Reading 
 A. Strategy: Hennings Sequence 
 B. Lesson Plan: Metamorphosis 
 C. Strategy: Quick Writes 
 D. Lesson Plan: Bugs 
 
VIII. Conclusion 
 A. Importance of Reading in the Content Area 
 B. Where To Get More Information 
 
Visual Aids: I will be using drawings from the computer for charts and images from the internet. 
These will all help in the explanation of the lesson plans. 
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Resources 
 
I will interview my instructor of education, Jane Morris-Maynard, who taught me in Teaching 
Reading in the Content Area. She had been teaching this course for three years and I have 
learned a lot from Jane. I hope to be learning more from her and from myself while making this 
guidebook. Jane has agreed to help me out with my outline, making sure I have not left anything 
out. She has also agreed to review my Long Project. 
 
Schedule 
 
Set Goals and Analyze Audience February 19  
Plan and Research Project February 19-23 
Write Interview Questions February 23 
Write Several Pages of Body February 23-26 
Prepare Visual Aids  February 25-March 4 
Interview Jane Morris-Maynard February 26 
Participate in First Peer Review February 27 
Revise and Finish Draft February 28-March 4 
Prepare Interview Report February 28 
Hand in Interview Report March 2 
Participate in Second Peer Review March 5 
Get an Expert Review March 6-8 
Test Instructions March 6-11  
Revise and Expand Guidebook March 6-11 
Write Introduction March 7 
Write Conclusion March 8 
Write Progress Report in Class March 11 
Participate in Third Peer Review March 12 
Make Final Revisions March 12-17 
Bind Long Project March 17 
Turn in Long Project March 18 
 
Qualifications 
 
I am an education major and have been for three years, and I have learned about all of the 
strategies that I am including in my guidebook. In addition, I have done research, readings, 
reports and presentations on many of the strategies that are included.  
 
Conclusion 
 
I am excited to write this guidebook and believe that it is going to benefit every present and/or 
future teacher who reads and uses it. These strategies are extremely important in children’s 
learning, so using the guidebook will benefit the students. This guidebook is also going to benefit 
me in many ways. This guidebook will be placed into my writing portfolio to use at an interview. 
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I will also be able to use the guidebook in my teaching years. If I happen to forget a strategy that 
I would like to present, the information is going to be right at my fingertips. 
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To: David Bruce 
From: Cortnee Phillips 
Date: February 24, 20-- 
Re: Proposal for Long Project 
 
I am writing this memo to ask for your approval of my Long Project topic. I have chosen to write 
Instructions on how to classify soils using the three main classification systems: AASHTO, 
USCS and ASTM. This will benefit me and all other civil engineering majors, or anyone who 
needs to classify a soil, by simplifying the process. 
 
Problem 
 
As a civil engineering student, I know the loads of work that can be assigned; soil classification 
is one of many tasks. Soil classification is not a simple task, especially for first-timers. The first 
time I attempted classifying a soil I ran into many problems and had questions on some steps. 
There were some terms that I was not clear about as well. With soils having so many 
characteristics, often many minor details affect the final classification name and can cause a 
person to classify a soil falsely. Although this task has some difficulties, it can be made easy, and 
that is my objective for this Long Project. 
 
Goals and Audience 
 
Final Result: My Instructions will not only tell how to classify soils using the AASHTO System, 
USCS System and ASTM System, but it will also make the process as simple and clear as 
possible. This will be made simple enough for students who have just started soil classification 
and will be written for civil engineers who are new at soil classification and may need to check 
their work, or refresh their memory. 
 
Persuasion: My Instructions will be for students who are just starting soil classification and are a 
little nervous or unfamiliar with the process. I hope to make them feel more comfortable and 
confident about the process. My readers could also be people who have once learned soil 
classification and need to refresh their memory.  
 
Audience Analysis: The Instructions I will create will be for junior-level civil engineers 
(geotechnical engineering students) or anyone who is at least familiar with soil classification. My 
audience will be a technical group, so I will use some technical terms. The audience may be 
unfamiliar with some terms, but I will include definitions, graphs and photos to better their 
understanding. My audience consists of implementers. 
 
Solutions 
 
My Instructions will lead the readers through each step simply and clearly. I will also inform 
them of the importance of soil classification. This will help the readers understand the steps of 
the tests run and the steps taken after that to classify the soil collected and tested. 
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The following shows the contents and order of the Instructions: 
 
Outline: 
 
I. Introduction 

A. Topic and purpose 
B. Materials needed 
C. Importance of soil classification 

 
II. Gathering of the Soil Sample 

A. Proper way to collect the soil 
B. Precautions 
C. What not to do with the soil 

 
III. Sieve Analysis 

A. Materials needed 
B. Instructions on running the test 
C. Finding and defining the coefficients 

 
IV. Hydrometer Analysis 

A. Materials needed  
B. Instructions on running the test 

 
V. Atterberg Limit Test 

A. Liquid limit 
B. Plastic limit 

 
VI. Classifying Soils using AASHTO System 

A. Proper steps 
B. Graphs needed  
C. Determine the AASHTO soil name 

 
VII. Classifying Soils using ASTM System 

A. Proper steps 
B. Graphs needed 
C. Determine the ASTM soil name 
 

VIII. Classifying Soils using USCS System 
A. Proper steps 
B. Graphs needed 
C. Determine USCS soil name 

 
IX. Conclusion 

A. Importance of soil classifications in all engineering fields 
B. Additional information sources 
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X. Appendixes 
A. Sieve Analysis Table 
B. Hydrometer Analysis Table 
C. Atterberg Limits Table 

 
Visual Aids: I will be using many graphs that are necessary to classify the soils using each 
system. Each system has set graphs that will be included. Also, I will provide photos and/or 
drawings of the sieve analysis, hydrometer analysis and Atterberg limit tests equipment and 
setup. In addition, I may include photos of soil failures to show the importance of soil 
classification. 
 
Resources 
 
I will interview my professor of geotechnical engineering, Dr. Teruhisa Masada, who taught me 
to classify soils. From my interview, I hope to get some tips on how to further simplify the 
Instructions with his help. Dr. Masada is knowledgeable on this subject and very well 
experienced in this field. Because of his experience, I will be able to make sure I have not left 
out any important steps, points, or definitions. In addition, I will use the Geotechnical 
Engineering textbook and the Soils Engineering lab manual during the creation of my 
Instructions. 
 
Schedule 
 
Set Goals and Analyze Audience February 18 
Plan and Research Project February 19-24  
Write Most of Rough Draft February 24-March 2 
Interview Dr. Teruhisa Masada February 26 
Collect Visual Aids March 2-6 
Participate in First Peer Review March 3 
Hand in Interview Report March 4 
Revise and Expand March 4-6 
Participate in Second Peer Review March 7 
Obtain Review by Dr. Teruhisa Masada March 7 
Revise and Expand March 8-13 
Test Instructions March 10-12 
Write Progress Report March 13 
Participate in Final Peer Review March 14 
Write Front Matter March 14-15 
Revise and Proofread March 15-16 
Finalize and Bind Long Project March 16 
Turn in March 17 
 
Qualifications 
 
For three years, I have been a civil engineering major and am currently enrolled in a class that 
requires soil classification. I am also enrolled in a lab where I have performed the tests necessary 
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before classifying soils. Considering I have done each of these procedures and been tested on 
them, I am confident that I will create a manual of helpful Instructions.  
 
Conclusion 
 
My goal for this Long Project is to explain how to classify soil easily. I am looking forward to 
making this easier for future civil engineers. Soil classification is necessary for any branch of 
civil engineering. For structural matters, soils must be able to provide a good foundation for the 
structure. The structure could be a building or a road. Environmentally, the soil must be checked 
for pollutants. Therefore, the classification of soils is a very important task and necessary for 
many engineering projects. 
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To:   David Bruce 
From:  Meredith Tomlinson 
Re:  Proposal for Long Project 
Date:  February 26, 20-- 
 
I am writing this memo to ask you to approve my Proposal for my Long Project. My topic is an 
employee manual for ticket office employees of Ohio University’s Memorial Auditorium. This 
will benefit all current and potential new employees; it will explain all policies and procedures of 
the ticket office. 
 
Problem 
 
Currently, the Memorial Auditorium ticket office has no official employee manual. This has 
created a problem in that all employees must know certain policies and procedures while 
working in the ticket office. When the employee is first hired, the manager may explain these 
policies and procedures, but this is information that may be easily forgotten. We need an 
employee manual that clerks can easily refer to when there is a question regarding a policy or 
procedure within the office. 
 
Goals and Audience 
 
Final Result: My employee manual will inform all ticket office clerks of all policies and 
procedures such as opening and closing, how to make a ticket sale, how to take a phone order, 
how to process a credit card and how to fill out the timesheets. My manual will also include what 
is expected of each employee and the attitudes that should be displayed while at work. It is 
important that each employee know the importance of professionalism when waiting on a 
customer; all employees must give each customer their full attention and make the customer our 
number-one priority. 
 
Persuasion: My manual will persuade employees that our number-one priority is customer 
satisfaction. 
 
Audience Analysis: My manual will be for the employees of the ticket office. Most employees 
should already be knowledgeable about most of the terms I will use, but I will define the few 
terms that they will not know. 
 
Solution 
 
Writing an employee handbook for the employees of the ticket office will greatly benefit both 
employees and management. The manual will be a useful tool in that it will be able to explain all 
policies, procedures, and responsibilities of the employees. This will be a source employees can 
refer to when they have a question. Also, this employee manual will help the managers. The 
employees will be able to refer to the manual for answers to questions instead of asking a 
manager. The manual will also help to make clear policies and procedures, which are sometimes 
unclear. The employees will now have a written manual to determine what is right and wrong if 
there is a question regarding a procedure or policy. 
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Outline:  
 
I. Introduction 
 A. Welcome to Templeton-Blackburn Alumni Memorial Auditorium 
 B. Purpose of employee manual 
 C. Benefits of reading the employee manual 
 
II. General Policies 
 A. Customer service 
 B. Customers with disabilities 
 C. Scheduled events 
 D. Employee ticket purchase 
 
III. Procedures 
 A. Opening the ticket office 
  i. Accessing the ticket office 
  ii. Accessing the safe 
  iii. Preparing your change drawer 
 B. Selling a ticket at the window 
 C. Selling a ticket over the phone 
 D. Selling a season subscription 
 E. Selling a student card 
 F. Reprinting tickets 
 G. Accepting methods of payment 
  i. Methods of payment 
  ii. Processing a credit card 
  iii. Reprinting a credit card slip 
  iv. Voiding a credit card charge 
 H. Closing the ticket office 
  i. Closing the window 
  ii. Counting cash drawer 
  iii. Filling out batch out sheet 

iv.  Filling out timesheet 
 
IV. Conclusion 
 A. Where you can obtain further information 
 B. Once again, welcome to Memorial Auditorium 
 
V. Appendix 
 A. Performing Arts Series brochure 
 B. Phone order form 
 C. Batch out form 
 D. Seating map 
 E. Timesheet form 
 F. Staff contacts 
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Visual Aids: I will be using screen shots for the basic instructions on making ticket sales. In 
addition, I will draw a diagram of the ticket office set up as well as print examples of forms such 
as phone order forms, batch out forms and timesheet form. 
 
Resources 
 
I will interview Ethan Smith, the ticket office manager. Ethan has been the office manager for 
over a year. He has an extraordinary amount of knowledge regarding the ticket office and general 
business ethics and skills. As the ticket office assistant manager, I will be able to obtain all other 
information on my own, as I have access to all other information and forms. 
 
Schedule 
 
Set Goals and Analyze Audience February 20 
Plan and Research Project February 20-25 

Write Outline 
Have Outline Reviewed 
Interview Mr. Smith 

Write Several Pages of Body February 22-February 26 
Participate in First Peer Review February 27 
Make Revisions and Finish First Draft February 27-March 5 
Hand in Interview Report March 2 
Participate in Second Peer Review March 5 
Revise and Expand Draft March 5-March 12 
Write Introduction and Conclusion March 5-8 
Write Appendix March 9-10 
Test Instructions March 9-11 
Write a Progress Report March 11 
Participate in Third Peer Review March 12  
Make Final Revisions March 12-March 16 
Write Front Matter March 14-16 
Bind and Finalize Project March 17 
Turn in Long Project March 18 
   
Qualifications 
 
I have worked in the ticket office for three years and was recently promoted to assistant manager. 
Through my time working in the ticket office, I have gained experience and knowledge 
regarding the ticket office policies, procedures and general information needed when working for 
Memorial Auditorium. I am responsible for many duties such as selling tickets, opening and 
closing the ticket office, depositing daily transactions, managing nightly events, and scheduling 
ticket office clerks; therefore, I am very qualified to write an employee handbook for the ticket 
office staff of Memorial Auditorium. 
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Conclusion 
 
I am very excited to be working on this employee manual. I will be able to present my final copy 
to my manager of the ticket office so current and new employees can use it. By creating this 
employee manual, I will learn how to write professionally, as this is an important document that 
will hopefully be used for many years to come. This is a great opportunity to show the staff and 
administration of the ticket office what I can do as an assistant manager. 
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To:  David Bruce 
From:  Carleigh Daly 
Date:  October 27, 20-- 
Re:  Proposal of Long Project 
 
I request permission to create a manual for future Ohio University Women’s Lacrosse Team 
Treasurers so that they know what their responsibilities include and how to perform tasks.  
 
PROBLEM 
 
When the women’s club lacrosse team elects a new treasurer every year, the new treasurer needs 
to be aware of many important responsibilities. When I was a freshman on the lacrosse team, we 
did not have a treasurer. The president that year also took on the responsibilities of the treasurer. 
The president asked me if I would like to become the treasurer and I agreed, not knowing what I 
was taking on. As a first-year treasurer, I became very confused and frustrated because I was not 
sure what to do when asked to handle money situations. I feel that if I create a manual for future 
treasurers to follow, they will not have to feel confused or frustrated. They will have a resource 
to guide them if they come across a question that they need to have answered.  
 
GOALS AND AUDIENCE 
 
Final Result:  
My manual will inform future treasurers of their responsibilities and role. It will inform them of 
the mandatory meetings required, how to deposit and withdraw money from the account, what 
paperwork and request forms to fill out, how to balance the book, and whom to contact in case of 
a question or emergency.  
 
Persuasion:  
My manual will give future treasurers security and guidance so that they can feel comfortable 
taking on this role. It will also let them know how important the treasurer is to the team. I will 
also point out that the position of team treasurer looks great on a Resume. 
 
Audience Analysis:  
My manual will be written for future women’s lacrosse team treasurers. The manual will also be 
a good resource for women who are interested in becoming treasurer, but need to look over the 
manual first to make sure they have the time and can be committed to the job. I will not use 
technical terms in the manual because I cannot assume that future treasurers know how to deal 
with money correctly. I will write the manual as if the future treasurers have no prior experience 
with checking accounts, filling out deposit slips, and keeping good records. 
 
SOLUTION 
 
The following is an outline of my manual: 
 
I. Introduction 
 A. Topic 
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 B. Purpose 
 C. Benefits 
 
II. Mandatory Meetings to Attend 

A. Fall quarter meetings 
B. Winter quarter meetings 
C. Spring quarter meetings 

 
III. Filling Out a Deposit Ticket 

A. When to use a deposit ticket 
B. What to write in the correct lines 
C. Where to take the money and deposit ticket 
D. How to record the deposit in the book 
E. Why you need to keep receipts 
F. How to determine the amount for dues for the season 

 
IV. Filling Out a Disbursement Voucher 

A. When to use a disbursement voucher 
B. What to write in the correct lines 
C. Where to turn in the completed disbursement voucher 
D. How to get a check printed 
E. Where to pick up the check 
F. Which receipts are acceptable to get a check printed 
G. How long it takes to get a check printed 
H. How to record a withdrawal in the book 
I. Why you need to keep receipts 

 
V. Which Forms Need to be Filled Out and Turned in During the Year 

A. Forms due during fall quarter 
B. Forms due during winter quarter 
C. Forms due during spring quarter 
 

VI. End-of-the-Year Duties 
A. Voting on a new treasurer 
B. Balancing the book 
C. Turning in the book to the university 
D. University contacts 
E. Club Advisor 
F. Student Advisor 
G. Chubb Hall 
H. Club Sports Office 
 

VII. Conclusion 
 A. This is an important job 
 B. Where to go if you need help 
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VIII. Appendixes 
A. University Map 
B. Deposit Ticket  
C. Disbursement Voucher 
D. Example Forms 

 
Visual Aids: I will use examples of forms to show what needs to be filled out during the year. In 
addition, I will use examples of the deposit ticket, disbursement voucher and book to 
demonstrate how to fill them out. 
 
RESOURCES 
 
I will be interviewing Joni Czyzak, the president of the Ohio University Women’s Club Lacrosse 
Team. Joni oversees all the other positions that help to run the team. She has been the president 
for the last two years, and she has been on the team for the last three years. Joni is a great person 
to ask questions if I’m having trouble filling out a form or getting a detailed receipt. Joni will 
also review a complete draft of my manual to inform me of any information I have left out.  
 
SCHEDULE 
 
Set Goals and Analyze Audience October 20 
Plan and Conduct Research October 21-27 
Write Out Interview Questions October 24 
Interview Joni Czyzak October 25 
Write Several Pages of Body October 26-30 
Write Interview Report October 31 
Participate in First Peer Review Session October 31 
Turn in Interview Report November 1 
Make Revisions and Finish First Draft of Body November 1-November 6 
Participate in Second Peer Review Session November 7 
Make Revisions and Write Introduction and Conclusion November 8-14 
Test Instructions November 10-12 
Write Progress Report in Class November 14 
Participate in Final Peer Review Session November 18 
Make Revisions and Write Front Matter and Appendixes November 15-21 
Make Final Revisions and Bind Long Project November 21 
Turn in Long Project November 22 
 
QUALIFICATIONS 
 
I have three years experience being the team treasurer and team member. During the past three 
years, I have helped to organize fundraisers to earn the team extra money. For the past two years, 
I have made a PowerPoint presentation to present to the Club Sports Office and other club sports 
members asking the Club Sports Office to donate money to our team. Both years after I created 
and gave the presentation, the Club Sports Office donated over $1,000.00 to our team. The team 
has been very successful in traveling and playing in tournaments because we have enough money 
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to participate. I feel that by creating this manual, I will help the team further succeed in 
managing and earning more money. 
 
CONCLUSION 
 
This manual will make future treasurers more secure in their job. It will answer any questions 
that may arise and can be of assistance to women thinking about becoming treasurer. It will be a 
great resource to the treasurer and team. In addition, it will also make the president’s job easier 
because the treasurer will not be coming to her, asking questions. This will continue to make the 
team organized and prepared. It is going to make me feel great to have created a resource for 
future treasurers to refer to. In addition, my manual will be an excellent addition to my writing 
portfolio. 
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Appendix A: Fair Use 
 

§ 107. Limitations on exclusive rights: Fair use   Release date: 2004-04-30 
 

Notwithstanding the provisions of sections 106 and 106A, the fair use of a 
copyrighted work, including such use by reproduction in copies or phonorecords or by 
any other means specified by that section, for purposes such as criticism, comment, news 
reporting, teaching (including multiple copies for classroom use), scholarship, or 
research, is not an infringement of copyright. In determining whether the use made of a 
work in any particular case is a fair use the factors to be considered shall include— 

(1) the purpose and character of the use, including whether such use is of a 
commercial nature or is for nonprofit educational purposes;  

(2) the nature of the copyrighted work;  
(3) the amount and substantiality of the portion used in relation to the copyrighted 

work as a whole; and  
(4) the effect of the use upon the potential market for or value of the copyrighted 

work.  
The fact that a work is unpublished shall not itself bar a finding of fair use if such 

finding is made upon consideration of all the above factors. 
 

Source of Fair Use information: 
<http://assembler.law.cornell.edu/uscode/html/uscode17/usc_sec_17_00000107——000-.html>. 
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Appendix B: About the Author 
It was a dark and stormy night. Suddenly a cry rang out, and on a hot summer night in 1954, 
Josephine, wife of Carl Bruce, gave birth to a boy — me. Unfortunately, this young married 
couple allowed Reuben Saturday, Josephine’s brother, to name their first-born. Reuben, aka “The 
Joker,” decided that Bruce was a nice name, so he decided to name me Bruce Bruce. I have gone 
by my middle name — David — ever since. 

Being named Bruce David Bruce hasn’t been all bad. Bank tellers remember me very quickly, so 
I don’t often have to show an ID. It can be fun in charades, also. When I was a counselor as a 
teenager at Camp Echoing Hills in Warsaw, Ohio, a fellow counselor gave the signs for “sounds 
like” and “two words,” then she pointed to a bruise on her leg twice. Bruise Bruise? Oh yeah, 
Bruce Bruce is the answer! 

Uncle Reuben, by the way, gave me a haircut when I was in kindergarten. He cut my hair short 
and shaved a small bald spot on the back of my head. My mother wouldn’t let me go to school 
until the bald spot grew out again. 

Of all my brothers and sisters (six in all), I am the only transplant to Athens, Ohio. I was born in 
Newark, Ohio, and have lived all around Southeastern Ohio. However, I moved to Athens to go 
to Ohio University and have never left.  

At Ohio U, I never could make up my mind whether to major in English or Philosophy, so I got a 
bachelor’s degree with a double major in both areas, then I added a Master of Arts degree in 
English and a Master of Arts degree in Philosophy. Yes, I have my MAMA degree. 

Currently, and for a long time to come (I eat fruits and veggies), I am spending my retirement 
writing books such as Nadia Comaneci: Perfect 10, The Funniest People in Comedy, Homer’s 
Iliad: A Retelling in Prose, and William Shakespeare’s Hamlet: A Retelling in Prose. 

By the way, my sister Brenda Kennedy writes romances such as A New Beginning and Shattered 
Dreams.  
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Appendix C: Some Books by David Bruce (1954- ) 
Retellings of a Classic Work of Literature 

Ben Jonson’s The Alchemist: A Retelling 

Ben Jonson’s Bartholomew Fair: A Retelling  

Ben Jonson’s The Case is Altered: A Retelling  

Ben Jonson’s Catiline’s Conspiracy: A Retelling  

Ben Jonson’s The Devil is an Ass: A Retelling  

Ben Jonson’s Epicene: A Retelling  

Ben Jonson’s Every Man in His Humor: A Retelling  

Ben Jonson’s Every Man Out of His Humor: A Retelling  

Ben Jonson’s The Fountain of Self-Love, or Cynthia’s Revels: A Retelling  

Ben Jonson’s The New Inn: A Retelling  

Ben Jonson’s Sejanus’ Fall: A Retelling  

Ben Jonson’s The Staple of News: A Retelling  

Ben Jonson’s Volpone, or the Fox: A Retelling 

Christopher Marlowe’s Complete Plays: Retellings 

Christopher Marlowe’s Dido, Queen of Carthage: A Retelling 

Christopher Marlowe’s Doctor Faustus: Retellings of the 1604 A-Text and of the 1616 B-Text 

Christopher Marlowe’s Edward II: A Retelling 

Christopher Marlowe’s The Massacre at Paris: A Retelling 

Christopher Marlowe’s The Rich Jew of Malta: A Retelling 

Christopher Marlowe’s Tamburlaine, Parts 1 and 2: Retellings 

Dante’s Divine Comedy: A Retelling in Prose  

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

The Famous Victories of Henry V: A Retelling 

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 

George Peele: Five Plays Retold in Modern English 

George Peele’s The Arraignment of Paris: A Retelling  

George Peele’s The Battle of Alcazar: A Retelling  

George’s Peele’s David and Bathsheba, and the Tragedy of Absalom: A Retelling 

George’s Peele’s Edward I: A Retelling 
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George Peele’s The Old Wives’ Tale: A Retelling 

George-A-Greene, The Pinner of Wakefield: A Retelling 

The History of King Leir: A Retelling 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

The Jests of George Peele: A Retelling 

John Ford: Eight Plays Translated into Modern English 

John Ford’s The Broken Heart: A Retelling 

John Ford’s The Fancies, Chaste and Noble: A Retelling 

John Ford’s The Lady’s Trial: A Retelling 

John Ford’s The Lover’s Melancholy: A Retelling 

John Ford’s Love’s Sacrifice: A Retelling 

John Ford’s Perkin Warbeck: A Retelling 

John Ford’s The Queen: A Retelling 

John Ford’s ‘Tis Pity She’s a Whore: A Retelling 

John Webster’s The White Devil: A Retelling 

King Edward III: A Retelling 

The Merry Devil of Edmonton: A Retelling 

Robert Greene’s Friar Bacon and Friar Bungay: A Retelling 

The Taming of a Shrew: A Retelling 

Tarlton’s Jests: A Retelling 

The Trojan War and Its Aftermath: Four Ancient Epic Poems 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 5 Late Romances: Retellings in Prose  

William Shakespeare’s 10 Histories: Retellings in Prose  

William Shakespeare’s 11 Tragedies: Retellings in Prose  

William Shakespeare’s 12 Comedies: Retellings in Prose  

William Shakespeare’s 38 Plays: Retellings in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry IV, aka Henry IV, Part 2: A Retelling in Prose  

William Shakespeare’s 1 Henry VI, aka Henry VI, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry VI, aka Henry VI, Part 2: A Retelling in Prose  
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William Shakespeare’s 3 Henry VI, aka Henry VI, Part 3: A Retelling in Prose  

William Shakespeare’s All’s Well that Ends Well: A Retelling in Prose  

William Shakespeare’s Antony and Cleopatra: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Coriolanus: A Retelling in Prose  

William Shakespeare’s Cymbeline: A Retelling in Prose  

William Shakespeare’s Hamlet: A Retelling in Prose  

William Shakespeare’s Henry V: A Retelling in Prose  

William Shakespeare’s Henry VIII: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s King John: A Retelling in Prose  

William Shakespeare’s King Lear: A Retelling in Prose  

William Shakespeare’s Love’s Labor’s Lost: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s Measure for Measure: A Retelling in Prose  

William Shakespeare’s The Merchant of Venice: A Retelling in Prose  

William Shakespeare’s The Merry Wives of Windsor: A Retelling in Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Pericles, Prince of Tyre: A Retelling in Prose  

William Shakespeare’s Richard II: A Retelling in Prose  

William Shakespeare’s Richard III: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Timon of Athens: A Retelling in Prose  

William Shakespeare’s Titus Andronicus: A Retelling in Prose  

William Shakespeare’s Troilus and Cressida: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

William Shakespeare’s The Two Gentlemen of Verona: A Retelling in Prose  

William Shakespeare’s The Two Noble Kinsmen: A Retelling in Prose  
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William Shakespeare’s The Winter’s Tale: A Retelling in Prose  

Other Fiction 

Candide’s Two Girlfriends (Adult) 

Honey Badger Goes to Hell — and Heaven 

I Want to Die — Or Fight Back 

The Erotic Adventures of Candide (Adult) 

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

Boredom is Anti-Life: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 
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The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

Discussion Guide Series 

Dante’s Inferno: A Discussion Guide  

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 
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Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Black Cauldron: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide 

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

Author: Free Downloads for Teachers & Students 

Free Mark Twain Anecdotes: Large Print Edition 

How to Manage Your Money: A Guide for the Non-Rich 

How Do I Write a Resume, List of References, and Cover Letter? 

How Can I Write My Own Anecdote Books? 

How Do I Write Humor and Satire? 

Teaching Problem-Solving: A Fun Activity 

How to Teach the Autobiographical Essay Composition Project 

Composition Project: Writing an Argument Paper 

Composition Project: Writing an Autobiographical Essay 
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Composition Project: Writing an Evaluation/Review 

Composition Project: Writing A Manual 

Composition Project: Writing an On-the-Job-Writing Interview Report 

Composition Project: Writing a Famous Plagiarist Report 

Composition Project: Writing a Problem-Solving Letter 

Composition Project: Writing a Progress Report 

Composition Project: Writing a Proposal for a Long Project 

Composition Project: Writing a Resume, List of References, and Job-Application Letter 

Composition Project: Writing a Set of Instructions 

Free Writing Handouts 

Free Writing Handouts with Anecdotes 

Free Writing Handouts with Anecdotes, Volume 2 

Free Writing Handouts with Anecdotes, Volume 3 

Writing Tips: How to Write Easier and Better 

Academic Writing 

Bruce, David. “Teaching Problem-Solving Through Scenarios.” Classroom Notes Plus: A 
Quarterly of Teaching Ideas. April 2004. 

Bruce, Bruce David, David Stewart, and H. Gene Blocker. Instructor’s Manual and Test Bank 
for Stewart and Blocker’s Fundamentals of Philosophy, 5th edition. Upper Saddle River, New 
Jersey: Prentice Hall, 2001. 

Bruce, Bruce David, and Michael Vengrin. Study Guide for Robert Paul Wolff’s About 
Philosophy, 8th edition. Upper Saddle River, New Jersey: Prentice Hall, 2000. 

Bruce, Bruce David, and Michael Vengrin. Study Guide for Robert Paul Wolff’s About 
Philosophy, 7th edition. Upper Saddle River, New Jersey: Prentice Hall, 1998. 

Bruce, Bruce David. Study Guide for David Stewart and H. Gene Blocker’s Fundamentals of 
Philosophy, 4th edition. Upper Saddle River, New Jersey: Prentice Hall, 1996. 

 

Humorous Quizzes 

Bruce, David. “Quarterly Quiz.” The Opera Quarterly. Vol. 21. No. 2. Spring 2005. 

Bruce, David. “Quarterly Quiz: Tenors.” The Opera Quarterly. Vol. 20. No. 4. Autumn 2004. 

Bruce, David. “Quarterly Quiz: Sopranos.” The Opera Quarterly. Vol. 20. No. 3. Summer 
2004. 
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Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 52:1. No. 252. Spring 2002. 

Bruce, David. “Quarterly Quiz: More Singer Anecdotes.” The Opera Quarterly. Vol. 18. No. 
1. Winter 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. March 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. February 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. November 2001. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 51:1/2. Nos. 248-249. 
Spring/Summer 2001. 

Bruce, David. “Mystery Quiz.” International Gymnast. June/July 2001. 

Bruce, David. “Mystery Quiz.” International Gymnast. March 2001. 

Bruce, David. “Quarterly Singer Quiz.” The Opera Quarterly. Vol. 16. No. 4. Autumn 2000. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 50:1. No. 244. Spring 2000. 

Bruce, David. “Dancer Quiz.” Attitude: The Dancers’ Magazine. Vol. 14, No. 3. Fall/Winter 
1999. 

  

 


