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Thank	you	for	interesting	in	our	services.	We	are	a	non-profit	group	that	run	this	website	to	share	documents.	We	need	your	help	to	maintenance	this	website.	To	keep	our	site	running,	we	need	your	help	to	cover	our	server	cost	(about	$400/m),	a	small	donation	will	help	us	a	lot.	Please	help	us	to	share	our	service	with	your	friends.	The	second	edition
of	First	Steps	in	Academic	Writing	,	by	Ann	Hogue,	provides	high-beginning	to	low-intermediate	students	with	essential	tools	to	master	basic	academic	writing.	The	text’s	time-proven	approach	integrates	paragraph	organization,	sentence	structure,	grammar,	mechanics,	and	the	writing	process.	First	Steps	leads	students	to	build	strong	academic
writing	skills	that	will	last	them	throughout	their	writing	careers.	Features:	A	step-by-step	approach	guides	students	seamlessly	through	the	writing	process.	Clear,	succinct	explanations	help	students	to	understand	and	apply	key	conepts	and	rules.	Numerous	models	and	varied	practice	support	students	at	all	stages	of	writing.	NEW	Try	It
Out!	exercises	give	students	opportunities	to	assess	mastery	of	new	skills.		NEW	journal	writing	activities	help	students	build	literacy.	NEW	self-editing	and	peer	editing	worksheets	motivate	students	to	revise.	You	need	to	wait	5	before	you	can	DOWNLOAD	When	we	are	reading	”	First	Steps	in	Academic	Writing	”	any	book,	we	nourish	our	mind	with
the	information	inside	it.	And	this	is	how	food	fuels	us.	It	improves	our	language	with	a	really	amazing	way.	The	books	we	read-build	our	language	step	by	step.	And	the	better	kind	of	books	we	read,	the	better	our	language	and	brains	get	built.	That’s	why	we	have	to	choose	great	books	to	read.	Our	speaking	becomes	clearer	as	we	are	able	to	choose
the	right	words	to	express	ourselves.	And	nothing	can	stop	us,	from	speaking	like	native	speakers.	We	can	be	even	better	than	the	native.	Because	when	we	are	reading,	we	actually	travel	through	the	information	in	that	book.	We	explore	new	places,	vistas,	and	emotions	through	the	words	that	authors	have	written	in	the	book.	As	we	have	said	the
more	we	read,	the	more	things	we	know	about.	And	the	more	things	we	know,	the	more	dreams	we	achieve	out	of	our	life.	It	is	a	fact	that	all	great	people	at	some	point	in	time	in	their	life	have	drawn	inspiration	from	books.	So	Reading	is	like	an	exercise	for	our	brains.	It	makes	you	think	creatively	and	allow	us	to	improve	our	characters.	So	make
sure	to	read	a	good	book	“	First	Steps	in	Academic	Writing	”	with	virtuous	characters	is	going	turn	you	into	a	better	person	sooner	or	later.	Books	are	really	immortal.	They	survive	the	tests	of	time	to	enlighten	our	brains.	Makes	us	feel	better.	Books	are	the	source	of	knowledge	that	we	need.	And	with	knowledge	comes	confidence.	That’s	why	reading
makes	us	feel	more	confident	when	we	do	it.		We	feel	expertise	in	a	subject	from	continuous	reading.	It	doesn’t	matter	if	we	have	read	only	novels	or	short	stories.	Our	grammar	and	vocabulary	would	have	improved.	”	First	Steps	in	Academic	Writing	”	Fundamentals	of	Academic	Writing	Introduction	to	Academic	Writing	Ebook	VDOC.PUB	Download
Embed	This	document	was	uploaded	by	our	user.	The	uploader	already	confirmed	that	they	had	the	permission	to	publish	it.	If	you	are	author/publisher	or	own	the	copyright	of	this	documents,	please	report	to	us	by	using	this	DMCA	report	form.	Report	DMCA	The	second	edition	of	First	Steps	in	Academic	Writing,	by	Ann	Hogue,	provides	high-
beginning	to	low-intermediate	students	with	essential	tools	to	master	basic	academic	writing.	The	text's	time-proven	approach	integrates	paragraph	organization,	sentence	structure,	grammar,	mechanics,	and	the	writing	process.	First	Steps	leads	students	to	build	strong	academic	writing	skills	that	will	last	them	throughout	their	writing	careers.		
Features:	A	step-by-step	approach	guides	students	seamlessly	through	the	writing	process.	Clear,	succinct	explanations	help	students	to	understand	and	apply	key	conepts	and	rules.	Numerous	models	and	varied	practice	support	students	at	all	stages	of	writing.	NEW	Try	It	Out!	exercises	give	students	opportunities	to	assess	mastery	of	new	skills.	
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Steps	in	Academic	Writing,	by	Ann	Hogue,	provides	high-beginning	to	low-intermediate	students	with	essential	tools	to	master	basic	academic	writing.	The	text's	time-proven	approach	integrates	paragraph	organization,	sentence	structure,	grammar,	mechanics,	and	the	writing	process.	First	Steps	leads	students	to	build	strong	academic	writing	skills
that	will	last	them	throughout	their	writing	careers.			Features:	A	step-by-step	approach	guides	students	seamlessly	through	the	writing	process.	Clear,	succinct	explanations	help	students	to	understand	and	apply	key	conepts	and	rules.	Numerous	models	and	varied	practice	support	students	at	all	stages	of	writing.	NEW	Try	It	Out!	exercises	give
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4	Writing	Academic	English,	Fourth	Edition		average	based	on	0	reviews.	Download	&	View	First	Step	in	Academic	Writing.pdf	as	PDF	for	free	Image	source:	Getty	Images	A	project	proposal	are	the	initial	steps	to	get	the	project	of	the	ground.	Here	we	outline	how	to	write	an	effective	proposal	to	keep	your	projects	on	track.	You	have	this	wonderful
idea	for	a	project.	The	more	you	research	it,	the	more	you	think	it’s	something	worth	the	funding	and	resources.It’s	a	potential	game-changer,	and	if	things	work	out	the	way	you	envision	them,	the	resulting	product	will	be	a	huge	win	for	the	organization,	even	for	the	industry	as	a	whole.But	how	do	you	get	the	company’s	decision-makers	to	buy	into
your	idea?The	short	answer:	Craft	a	compelling	project	proposal.In	this	guide,	we’ll	talk	about	what	a	project	proposal	is,	why	you	need	one,	and	how	to	write	a	proposal	the	bosses	will	notice.Steps	to	writing	your	own	project	proposalOverview:	What	is	a	project	proposal?A	project	proposal	is	a	document	that	outlines	everything	stakeholders	need	to
know	to	initiate	a	project.	It’s	a	necessary	first	step	towards	getting	a	project	off	the	ground.	A	project	proposal	is	usually	selected	during	the	project	intake	process.A	well-written	project	proposal	informs	and	persuades,	and	combines	project	management	skills	with	a	few	other	essential	skills:	research,	data	analysis,	and	some	copywriting.It	follows
conventional	proposal	formats	that	include	the	following	elements:Executive	summary.	Short	and	to	the	point,	the	executive	summary	is	essentially	the	project’s	elevator	pitch.	It	states	the	problem	clearly,	addresses	how	your	proposed	project	intends	to	solve	the	problem,	and	discusses	what	a	successful	project	looks	like.Background	or	history.	This
section	outlines	both	successful	and	unsuccessful	previous	projects,	including	how	the	latter	could	have	been	handled	better,	with	the	goal	of	showing	how	the	proposed	project	will	be	more	successful	based	on	the	lessons	of	the	past.Requirements.	This	section	briefly	summarizes	what’s	needed	throughout	the	project	life	cycle	in	terms	of	resources,
tools,	project	schedule,	etc.Solution.	The	solution	section	explains	how	you	intend	to	approach	the	project	and	bring	it	to	completion.	It	covers	the	project	management	steps,	techniques,	and	skills	needed	to	get	things	done	more	efficiently,	as	well	as	how	to	manage	problems.Authorization.	This	section	states	explicitly	who	the	project’s	decision-
makers	are	and	the	stakeholders	authorized	by	the	client	to	make	approval/sign-off	decisions.Appendix.	Any	information	not	included	in	the	actual	proposal	should	be	in	the	appendix,	such	as	materials	and	resources	that	team	members	and	stakeholders	can	use	to	learn	more	about	the	project.If	you’re	not	sure	where	to	start,	know	that	some	of	the
best	project	management	software	applications	offer	project	proposal	templates	you	can	use	for	free	from	their	tools	library.##promo-body-lm##Things	to	consider	before	writing	a	proposal	for	a	projectBefore	you	sit	down	and	begin	writing	your	project	proposal	outline,	there	are	some	things	you	must	consider,	including:Your	audienceIdentify	who
the	decision-makers	are	and	determine	the	relationships	between	them.Each	stakeholder	will	have	their	own	goals	and	preferences.	Multiple	versions	of	the	proposal	may	have	to	be	written	depending	on	your	audience.How	familiar	are	they	with	the	project	or	problem?	What	do	they	already	know?	What	do	they	not	know?Should	you	provide
background	information	on	a	particular	topic?What	do	they	want	to	hear?Is	there	any	particular	way	to	make	them	better	understand	what	you	want	to	convey?For	example,	if	the	proposal	is	for	the	head	of	the	technology	department,	jargon	and	technical	language	are	likely	expected.On	the	other	hand,	if	it’s	a	small	business	owner	you’re	trying	to
win	over,	use	simple,	easy-to-understand	language,	with	the	proposal	highlighting	the	project’s	positive	impact	on	the	company’s	bottom	line.Potential	pitfallsA	paper	from	the	Project	Management	Institute	(PMI)	Global	Congress	by	Francis	McNamara	cites	four	basic	reasons	why	project	proposals	get	rejected:Poorly	defined	proposalProposal	not
aligned	with	organizational	goalsProject	benefits	not	clearly	and	credibly	definedIneffective	project	proposal	presentationIn	essence,	certain	projects	fail	to	receive	the	green	light,	not	because	they’re	bad	projects	per	se	but	because	the	proposal	lacked	clarity	and	persuasiveness.Data	and	researchYou	need	facts,	figures,	graphs,	and	charts	to
substantiate	your	proposal	and	justify	the	project’s	existence.Research	past	projects,	both	successful	and	unsuccessful	because	you’ll	need	as	much	hard	data,	evidence,	and	examples	as	you	can	provide	to	craft	a	convincing	proposal.How	to	write	a	project	proposalRemember	that	the	reason	you’re	writing	a	proposal	is	to	obtain	executive	buy-in.	You
want	key	people	to	support	your	project.	You	need	decision-makers	on	your	side	to	turn	a	vision	into	reality.You	want	the	proposal	to	speak	to	them,	and	then	motivate	them	to	take	the	next	step,	which	is	to	greenlight	the	project.Step	1:	Define	the	problemWhat’s	the	problem	your	project	is	trying	to	address?	Why	is	it	a	problem?	Why	is	it	worth
solving?	Make	your	audience	see	the	problem	the	way	you	see	it.Tips	for	defining	the	problem:Start	strong.	Decision-makers	usually	don’t	allot	much	time	to	look	over	a	proposal,	so	make	sure	that	the	pain	point	is	succinctly	described	and	in	a	manner	that	resonates	with	them.Use	facts,	not	opinion.	Although	you	want	your	audience	to	understand
the	severity	of	a	problem,	you	don’t	want	to	exaggerate.	Instead,	use	data	from	your	research	to	back	up	your	assertions.Step	2:	Present	your	solutionHow	will	your	project	solve	the	problem?	Why	is	your	solution	the	better	option	over	other	similar	solutions?	Discuss	why	other	solutions	won’t	work	for	the	situation.Tips	for	presenting	your
solution:Anticipate	questions	and	objections.	Be	prepared	to	defend	your	solution	from	all	angles.	Be	ready	to	explain	why	your	more	expensive	solution	is	better	than	a	less	expensive	one,	for	example.Present	the	solution’s	larger	impact.	Stakeholders	generally	get	more	excited	about	projects	with	wide-ranging	effects	than	those	with	limited
impact.Again,	facts	over	opinion.	Provide	as	many	research-backed	examples	as	you	can.Step	3:	Define	your	deliverables	and	success	criteriaThis	section	provides	a	picture	of	the	functions	and	attributes	of	the	deliverable,	plus	how	to	know	if	the	project	is	successful.Tips	for	defining	deliverables:Include	a	delivery	date.	Define	what	your	project	will
deliver	and	what	users	can	expect	from	it,	such	as	a	cloud-based	phone	system	that’s	accessible	24/7	from	anywhere	if	it’s	a	customer	service	project	you’re	proposing.	Also,	indicate	when	you	plan	to	complete	each	deliverable.Your	solution	must	be	SMART.	Your	success	criteria	will	signal	whether	the	project	has	been	successful.	Remember	to	keep
your	solution	SMART	(specific,	measurable,	achievable,	realistic,	and	time-bound.)Step	4:	State	your	plan	or	approachThis	is	the	most	critical	section	of	the	proposal	and	discusses	how	to	achieve	the	project’s	objectives.	It	starts	with	an	explanation	of	the	approach	and	why	it’s	relevant	and	effective.	It	also	explains	how	problems	will	be	managed.Tips
for	planning:Introduce	project	strategies.	Will	you	be	using	the	traditional	waterfall	approach?	Why?	Will	you	be	using	third-party	contractors,	in-house	staff,	or	consultants?	What	will	their	objectives	and	responsibilities	be?	This	is	your	opportunity	to	discuss	the	"why"	behind	the	decisions	you're	making	to	get	the	project	completed.Explain	how
problems	will	be	addressed.	This	explains	your	project	management	plan's	risk	mitigation	strategies.Step	5:	Outline	your	schedule	and	budgetThis	is	the	section	where	you	break	down	project	costs	and	detail	how	you	will	meet	deadlines.Tips	for	defining	a	schedule	and	budget:Provide	as	much	detail	as	possible.	Break	your	budget	down	into
categories,	such	as	supplies,	tools,	salary,	etc.	Include	all	overhead	and	indirect	costs.	A	detailed	financial	breakdown	will	signal	to	stakeholders	that	you’ve	done	your	research	and	don’t	intend	to	waste	their	money.	Note	that	certain	projects	may	require	financial	statements	and	funding	sources.Be	concrete.	Don’t	guess.	Provide	project	start	and	end
times,	and	if	certain	sections	of	the	project	can	be	done	simultaneously.Step	6:	Tie	it	all	togetherEnd	your	proposal	with	a	conclusion	that	briefly	summarizes	the	problem,	solution,	and	benefits.	Emphasize	the	significant	parts,	and	make	your	proposal	stand	out	by	restating	ideas	or	facts	you	want	your	audience	to	remember.Check	your	proposal	for
consistency	of	ideas	and	whether	the	elements	support	each	other.Tips	for	tying	everything	together:Your	proposal	should	read	like	a	book.	Your	proposal	should	tell	a	story.	Every	section	and	element	must	work	together	to	form	a	cohesive	whole.Refrain	from	introducing	anything	that	doesn’t	fit.	Be	careful	not	to	introduce	anything	that	seems	off	or
doesn’t	contribute	to	the	overall	objectives	of	the	project.Make	sure	all	project	proposal	elements	are	present.	Check	your	document	and	ensure	all	the	necessary	elements	have	been	addressed.Step	7:	Edit/proofread	your	proposalRewrite	your	proposal	as	necessary	to	make	it	interesting,	helpful,	clear,	and	persuasive.	Ask	for	feedback,	and	ensure
the	proposal	is	organized	and	visually	appealing.Tips	for	editing:Check	the	tone	and	language.	Your	proposal	is	intended	for	a	certain	audience	type,	so	make	sure	the	tone	and	language	used	are	reflective	of	that.	Don’t	forget	to	proofread	for	grammar,	punctuation,	or	spelling	mistakes.	You	want	your	proposal	to	look	professional.Should	you	use
project	management	software	for	your	project	proposal?A	project	proposal	is,	in	itself,	a	project	and,	therefore,	can	benefit	from	project	management	software.Software	is	an	essential	piece	of	modern	project	management	basics,	with	benefits	that	include:Easier	collaboration.	Good	project	proposals	take	time	and	are	often	the	result	of	team	effort.
Using	a	quality	project	management	software	option	will	make	collaboration	easier,	especially	when	teams	are	located	in	different	parts	of	the	world.Centralized	workroom.	To	build	a	compelling	business	case,	you	need	data	and	research,	lots	of	both	if	the	proposal	is	for	a	big,	complex	project.	Having	all	the	data	you	need	in	one	place	saves	everyone
the	trouble	of	finding	files	and	documents	in	different	places.	A	centralized	project	workroom	ensures	everyone	can	access	all	updates,	notes,	and	attachments	on	demand.Here	is	a	shared	folder	in	the	project	management	software	Wrike.	Image	source:	AuthorCommunication	in	one	place.	Especially	if	people	are	geographically	dispersed,	physical
meetings	will	be	very	difficult,	if	not	impossible,	to	facilitate.	Communication	features	that	include	voice	and	audio	conferencing,	group	chat,	private	messaging,	comments,	activity	streaming,	and	presence	are	generally	native	to	most	project	management	software.	Those	that	don’t	offer	them	allow	integration	with	other	communication	tools	with	just
a	few	clicks.24/7	access.	If	you	need	to	make	changes	to	the	proposal	at	home	or	would	like	to	review	it	one	last	time	before	you	send	it	off	to	decision-makers,	saving	a	copy	in	your	project	management	software	ensures	you	have	the	latest	version	and	that	you	can	make	changes	to	it	at	any	time,	anywhere.Get	your	project	proposal	noticed	and	your
project	fundedWhether	your	project	sees	the	light	of	day	depends	on	how	effective	and	convincing	your	proposal	is.Decision-makers	aren’t	likely	to	spend	a	lot	of	time	on	your	proposal	to	decide	if	it’s	a	go	or	no-go.	It’s	vital,	therefore,	that	your	proposal	captures	their	attention	right	off	the	bat,	gets	them	excited	about	the	project,	and,	in	turn,	spurs
them	to	action.
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