Invita Training Center
Proposal Wri ng
A good proposal doesn’t just outline what product or service you would like to create or deliver. It does so in such a way
that the reader feels it is the only logical choice. Your par cipants will explore the proposal wri ng process including the
most common types of proposals. The Proposal Wri ng workshop will take par cipants through each step of the proposal
wri ng process, from understanding why they are wri ng a proposal; to gathering informa on; to wri ng and proofreading; through to crea ng the ﬁnal, professional product.

Course Outline


Understanding Proposals



Beginning the Proposal Wri ng Process



Preparing an Outline



Finding Facts



Wri ng Skills



Wri ng the Proposal



Checking for Readability



Proofreading and Edi ng



Adding the Final Touches

Prerequisites

The candidate must have completed or be in the
process of comple ng a high school or secondary
school diploma or similar educa onal standards.

Training methods


Interac ve facilitator lead learning



Class ac vi es



Group discussions and case studies



Prac cal sessions



Ques on and answer sessions



E-learning



Role-plays



Self-assessment tools

Learning outcomes

Upon the comple on of this Course, the learner will be
able to:


Iden fy the purpose of a proposal



Iden fy diﬀerent types of proposals



Iden fy and perform the steps in the proposal wri ng
process



Perform a needs analysis and write a goal statement



Prepare a proposal outline



Improve their wri ng skills with a variety of techniques



Use appropriate resources and ghos ng to build a strong
case



Add illustra ons to their proposal



Proofread and edit their proposal



Add the ﬁnishing touches to create a professionallooking ﬁnal product

Course Dura on

The standard dura on of this course is 12 contact
hours.

Approvals & Accredita on


Ministry of Labour, Kingdom of Bahrain



HABC



ILM

Who Should A end

Middle to high level staﬀ such as:


Administrators



Managers

For more informa on please feel free to contact:
Invita Training Center | P.O. Box 1197 | Manama | Kingdom of Bahrain
Tel: +973 17 506000 | Fax: +973 15 500202 | info@invita.com.bh

International Approved Centre

