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	Title
	Write a proposal
Expiry suggested due to low and/or declining usage, and no discernible interest in future usage.

	Level
	4
	Credits
	3


	Purpose
	People credited with this unit standard are able to plan and write a proposal.


	Classification
	Communication Skills > Writing


	Available grade
	Achieved


Explanatory notes

1
Definitions
Proposal, refers to a formal, written scheme of action to meet a specific client’s requirements.  The client’s requirements will be of sufficient complexity that a number of different courses of action will be needed to meet them.
Client, refers to an organisation or individual(s) based in work, community, or cultural contexts.

2
The candidate’s writing competence must be assessed after they have been given the opportunity to edit and proof read their work.

Outcomes and evidence requirements

Outcome 1

Plan a proposal.

Evidence requirements

1.1
Project is described in terms of client’s requirements.

Range
internal or external clients.

1.2
Possible courses of action are analysed in terms of client’s requirements.

1.3
Course of action is selected to best meet client’s requirements.

Outcome 2

Write a proposal.

Evidence requirements

2.1
Proposal meets client’s requirements.

Range
includes – description of problem or need, recommended option with rationale, cost, management and/or scheduling.

2.2
Proposal includes use of persuasion, is logically organised and formatted for impact, and meets client’s requirements.

Range
organisation and format include – consistent use of headings, subheadings, and numbering system; appendices and graphics that are relevant to the proposal and are appropriately placed and labelled.

2.3
Proposal is summarised to emphasise main points.

Range
summary includes client’s requirements, recommendation(s), rationale.
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This CMR can be accessed at http://www.nzqa.govt.nz/framework/search/index.do.

Please note
Providers must be granted consent to assess against standards (accredited) by NZQA, before they can report credits from assessment against unit standards or deliver courses of study leading to that assessment.

Industry Training Organisations must be granted consent to assess against standards by NZQA before they can register credits from assessment against unit standards.

Providers and Industry Training Organisations, which have been granted consent and which are assessing against unit standards must engage with the moderation system that applies to those standards.

Requirements for consent to assess and an outline of the moderation system that applies to this standard are outlined in the Consent and Moderation Requirements (CMR).  The CMR also includes useful information about special requirements for organisations wishing to develop education and training programmes, such as minimum qualifications for tutors and assessors, and special resource requirements.

Comments on this unit standard

Please contact NZQA National Qualifications Services nqs@nzqa.govt.nz if you wish to suggest changes to the content of this unit standard.
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