
 

 

 

  

Georgia Gwinnett College 

Findings 
Report 
Proposal 
Prepared for Dr. Daniel R. Vollaro,         

Technical Writing and Communication Practices  

Laurie Hudson 
February 25, 2011 
 



Findings Report Proposal by Laurie Hudson Page 2 of 15 

Executive Summary 

This proposal outlines the steps needed to present the data 
collected from Georgia Gwinnett College (GGC) students 
concerning their needs in a Learning Management System (LMS), 
and present a Findings Report to the client, Dr. Linda S. Gilbert, 
responsible for education technology at GGC. Identified in the 
proposal are the specific issues concerning the writers and editors 
of the project. Addressing these measures is essential in creating a 
Findings Report that professionally presents useful information 
that is easily navigated, scannable, clearly organized, and valued 
by the client. 

• Identifying and capitalizing the varying skill sets of each 
member of the team allows for application of their individual 
strengths toward a successful collaborative effort.  

• Proofreading and editing procedures will lend to the 
professional quality using a rigorous method. 

• A transparent system of communication will be established 
that clearly designates the role of each team member and their 
specific responsibilities, and details a document management 
and version control system that defines submission 
requirements from the presentation and persona tracks. 

• Document design is given special consideration, detailing 
individual aspects and utilizing documented resources in an 
effort to provide the best presentation of materials possible.  

All of these steps are purposefully designed to provide a user-
friendly, navigable presentation of information that will be of 
great value to Dr. Gilbert and her team in evaluating the College’s 
needs in selecting an LMS that incorporates the needs of GGC’s 
student population. 

  

Capitalize on strengths 
of team members 

 
Rigorous method of 

editing and 
proofreading 

 
Transparent system of 
communication with 
clearly defined roles 

 
User-friendly and 

navigable document 
design 
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Introduction 

Learning Management Systems (LMS) have become a necessary 
resource in higher education as an online collaborative tool that 
serves as the administration function between stakeholders: 
groups that include faculty, staff, administration and students 
(Gilbert). LMS uses may include critical elements such as 
coursework documentation, assessment tools, calendars, grades 
and access to communication features (Gilbert). Evaluating and 
selecting an LMS that satisfies the needs of an entire college 
community is no small task.  
 
Dr. Linda S. Gilbert (the client) and her team in the Office of 
Education Technology are in the process of such a task and have 
graciously offered a learning opportunity for the Technical 
Writing and Communication Practices class to assist her in 
focusing on, gathering and reporting the needs of the student 
population at Georgia Gwinnett College (GGC). Assisting and 
instructing the class is Dr. Daniel R. Vollaro.  
 
Together the class will be soliciting student participation in focus 
groups, creating representative personas and, ultimately, 
presenting a Findings Report to Dr. Gilbert. Essentially, the report 
will contain the collaborative efforts of the entire class that 
demonstrates what GGC students value in the current LMS and 
identify any needs not currently met. The client may then 
incorporate that information into the task of evaluating and 
selecting an LMS that best fits the needs of all the stakeholders at 
the College.  
 
This proposal will concentrate specifically on the Findings Report 
aspect of the project. I will define procedures to consider, illustrate 
styling features of the report, provide a schedule for completing 
the Findings Report and include my qualifications.  

This proposal will 
concentrate specifically 
on the Findings Report 
and define procedures 
to consider, illustrate 

styling features, 
provide a schedule for 

completion and 
include my 

qualifications. 
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Statement of Need 

Learning management systems have the potential to become a 
highly valued classroom tool that aids instructors and advances 
learning for students. As members of the student body, we offer 
the advantage of a vested interest in this project. It is our goal to 
gather, consolidate and present the results of our research in a 
manner that both informs the client and guides their decision in a 
way that truly represents the needs of the entire student 
population at GGC. Uppermost in our minds is to create a 
Findings Report that remains a credible source of reference by 
maintaining integrity in our data collection and pertinent to the 
client’s larger project. 

The objective of the writers and editors on this project is to create 
a Findings Report that professionally presents the sum of our 
research in a document that is easily navigated, scannable, clearly 
organized, and resourceful to the client in making an informed 
decision in selecting an LMS. 

This offers several challenges, especially when considering this as 
part of a group project, and special attention will be given to the 
following items: 

• Design elements to allow readers to easily understand and 
scan for relevant information 

• Writing and editing responsibilities specifically outlined to 
ensure data integrity and accuracy, and produce a written 
document that is concise and cohesive in content 

• Communication between writers, editors and other tracks 

• Submission procedures clearly communicated between tracks 

• Sequence of procedures and pre-defined scheduling that keeps 
the project on target toward delivering a quality product in a 
timely fashion 

The objective of the 
writers and editors is 
to create a Findings 

Report that 
professionally  

presents the sum of 
our research in a 

document that is easily 
navigated, scannable, 

clearly organized,  
and resourceful to  

the client. 
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Without considering these items, the group’s project will result in 
potentially disorganized and mismatched elements that are 
difficult to read and tax the client’s ability to glean any usable 
information from the efforts of the entire class. Mike Markel, Boise 
State University’s Director of Technical Communications and 
author of Technical Communication agrees, “Ineffective 
collaboration can ruin an important project” (Markel 58). The 
Findings Report should promote conformity, taking care not to 
produce a document that contradicts itself from one section to the 
next and ending up as an inferior product.  

 

Assigning importance to procedures and document design is 

crucial to the success of the entire project. The project may 

succeed in all other areas, but failing to properly communicate 

the research results to the client via the Findings Report would 

render the entire project useless. 

  

“Ineffective 
collaboration can  

ruin an  
important project.” 

 
-Mike Markel 
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Action Plan 

The following actions will be performed in order to ensure the 
usefulness of the collected research data.  

Design Elements 
Important design considerations must be incorporated into the 
Findings Report. The list that follows includes elements that will 
create a navigable document so the client may easily discern 
necessary information quickly and efficiently.  

• A model of best practices suggests the use of headers, footers 
and page numbering as a means of helping the reader identify 
locations in the document for future reference 

• A hierarchy with consistent use of headings and subheadings 
aids in organizing information into categories for the purposes 
of scannability 

• Bulleted lists separate important items that stand out instead 
of becoming lost in the body of text 

• Illustrations, charts and significant quotations offer at-a-glance 
understanding of the information represented 

• Effective use of white space invites readers into the document 
and allows for notes or comments to be made in the margins 

• Typography methods will be used understanding that sans 
serif fonts may be used for headings to direct the reader down 
the page toward the body text where serif fonts will be 
utilized directing the reader across the page and into the 
paragraph 

• Font attributes such as size, italics and bold offer 
opportunities to distinguish title headings from subheading, 
or may be used to identify special terms or in cases 
demanding special attention 

Keeping these 
design elements in 
mind results in a 
usable document 

that allows the 
client the ability to 

scan the 
information and 
determine which 

aspects best fit their 
specific role in the 

overall LMS 
project. 
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• Line length and line spacing will be used to improve the 
readability of the document 

Keeping all of these design elements in mind results in a usable 
document that allows the client the ability to scan the information 
and determine which aspects best fit their specific role in the 
overall LMS project for GGC.  

Writing and editing responsibilities 
Working within the writer/editor group’s dynamics, there are a 
number of talented students, some excelling in areas of writing 
and others in editing. I recommend dividing the writing and 
editing duties into pairs concentrating on identifying grammatical 
errors or reading to assess content, making sure that the Findings 
Report conveys the information and recommendations in a 
concise and cohesive manner. A third grouping will utilize their 
talents in document design. Markel supports this idea, stating that 
“Collaboration draws on a greater knowledge base” (Markel 59).  
He further suggests that working in groups offers opportunity to 
review the project from multiple perspectives, questioning and 
making suggestions for improvement instead of relying on the 
skills of a single author. 

Rigorous editing methods are to include: 

• Reading out loud to include the auditory senses while 
proofing 

• Adding frequently used, unfamiliar terms and proper nouns 
to the custom dictionary in the word processing software 

• Proofread beginning with a broad approach, reading for 
content, then narrowing the approach to ensure that the 
document is free of grammar and spelling errors 

 

 

This proposal 
serves as a visual 
example of these 
practices and the 
effectiveness of a 
design strategy 

lends a large 
measure of 

credibility to the 
scope of a project. 
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• Duplicating proofreading efforts to ensure that the Findings 
Report results in a quality document that properly and 
accurately conveys the information collected. It will also 
ensure that the recommendations made are presented to the 
client in a manner that is informative, professional and useful 
in their efforts to evaluate an LMS that satisfies the needs of 
GGC’s student population 

• Use of word processing features such as comment, revision 
and highlight to electronically track and communicate 
revision recommendations to other writers and editors for 
review and consideration (see instructions found on pages 68-
70 of Markel’s text listed in the resources section of this 
document) 

One of the most important considerations in writing and editing is 
defining a clear plan for document version control. Ensuring that 
the final product that has achieved group consensus is the version 
that lands in the hands of the client is vital. To accomplish this 
task, I propose the use of Microsoft’s “web app” feature that 
allows for online collaborative efforts, even for those members 
that do not have access to Microsoft Office’s document 
capabilities. Microsoft touts the benefit of always having “your 
documents at your fingertips” (Office Web Apps). It is a free tool 
for use online or with the capability to work offline as well. 

Communication procedures among writers, editors and other tracks 
I propose creating a style sheet for distribution among the 
writer/editor group and among the members of the other tracks 
that will be submitting written documentation to be included in 
the Findings Report. Markel suggests that creating a style sheet 
that outlines a writing style will establish, up front, uses of 
headings, audience consideration and degree of formality. 
Additionally, creating templates and making use of word 
processing software “style” features will reduce the number of 
revisions in a collaborative setting (Markel 62).  

 

Microsoft’s “web 
app” feature allows 

online 
collaboration and 

version control 
management. 
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Recommendation to provide an electronic document 
The community of Georgia Gwinnett College is dedicated toward 
establishing “green” practices and in that light I recommend 
providing an electronic PDF version of the Findings Report. 
Additionally, this creates a whole host of other benefits that 
traditional hard-copy versions do not provide, features such as 
portability, searching for key terms or strings of text, password 
capabilities that provide an added measure of security and aided 
accessibilities.  

Lastly, I propose to include an audio component that allows the 
client an extra level of consideration and an opportunity to hear 
the inflections in the voices of a small sample of students voicing 
their experiences and what they value most in an LMS. 

  

GGC’s dedication 
to “green” 

practices suggests 
providing an 

electronic PDF 
version of the 

Findings Report. 
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Scheduling for Writers and Editors 

If awarded this opportunity, this proposal will incorporate draft 
planning into the schedule for writers and editors so that the 
group is creating to obtain a common goal. Planning sessions 
should include: 
• Brainstorming ideas as a group 
• Creating an outline 
• Assignment of specialized tasks 
• Determining software application to be used 
• Finalizing a delivery method, electronic recommended 

February 25  
• Discuss writing and editing roles and responsibilities among 

the writer/editor group so that work may be divided 
according to strengths and skill-sets 

• Identify and organize procedures needed for submitting all 
written and data components to begin creating style sheets for 
distribution to members of the entire class 

• Assign to writer/editor team members any remaining 
requirements to be completed on March 4  

• Field any questions concerning document designs in 
preparation for mock-ups to be discussed at next workshop 

March 4 
• Finalize submission procedures and style sheets 

• Present mock-ups document designs to writer/editor group 
for discussion and final selection 

March 11 
• Present submission procedures and distribute style sheets to 

the entire class, and field any questions 
• Solidify “style” features in electronic form in the Word 

according to the finalized design elements in preparation for 
submission from persona writers and focus group facilitators  

Focus Group 
Schedule 

 
March 11 
Dry Run 

 
March 25 

Session One 
 

April 1 
Session Two 

 
April 8 

Session Three 
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March 21 through April 11 
• Assist and observe facilitators during focus groups 
• Assist in transcribing the sessions 
• Provide editing and proofreading services to focus group 

facilitators as outlined above in the rigorous editing methods  
to aid them in achieving the final draft deadline of April 18  

April 15 
• Provide editing and proofreading services to persona writers 

as outlined above in the rigorous editing methods with efforts 
to aid them in achieving the final draft deadline of April 22  

• Begin group brainstorming activity to begin shaping an 
outline for the Findings Report 

April 18 
• Finalize outline  
• Final draft from the focus group team due 

April 20 
• Assign components of the Findings Report draft to write  

April 22 
• Final draft from the persona writers team due 
• Apply the rigorous editing methods to the Findings Report to 

meet the April 25 first draft deadline 

April 25 
• First draft of the Findings Report due  
• Apply the rigorous editing methods to the Findings Report to 

meet the May 2 final draft deadline 
• Provide proofreading support for presentation materials 

May 2 
• Final draft of Findings Report due  

May 4 
• Final presentation to client 

  

April 11 
Draft Focus  

Group Report 
 

April 18 
Final Focus  

Group Report 
 

April 15 
Draft Personas 

 
April 22 

Final Personas 
 

April 25 
Draft  

Findings Report 
 

May 2 
Final 

Findings Report 
 

May 4 
Final Presentation 
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Qualifications 

My current experiences as a writer and English tutor assist me 
with the technical aspects to expertly perform this job—from 
writing and editing to providing team support for other members.  

Providing tutoring services along with a summer college course 
that required multiple writing workshops and peer review 
sessions have given me opportunities to work with a variety of 
different personalities and skill sets, all while helping students 
develop their writing skills. Not only have the students benefited, 
but teaching and the process of explanation have greatly 
improved my own abilities even further. I have an eye for detail 
that has been recognized and sought throughout my work history 
where proofreading has been included in my duties at nearly 
every job I have held. 

I also possess a number of years of experience as a graphic 
designer providing marketing pieces such as company logos, 
letterhead, presentations, newspaper advertisements, flyers and 
mailers for a variety of different industries. Additionally, I have 
worked a number of years as an administrative assistant, allowing 
my formal training in desktop publishing and word processing to 
become a finely honed and tested set of skills. I am confident in 
my abilities to design a Findings Report document that is both 
pleasing to the client in its presentation and readability, as well as 
structure a template document that provides ease of functionality 
to the members of the project team during the creation stages. 

My approach to any position I have held is that of professionalism 
and ownership to providing a quality product or service and I 
look forward to the contributions I will make to this project. 

  

Work experiences 
include: writing, 
editing, English 

tutoring, and  
graphic designing 

 



Findings Report Proposal by Laurie Hudson Page 13 of 15 

Conclusion 

Word around campus has determined a desperate need for 
selecting an LMS that will aid in the College’s learning 
environment. The opportunity that has been granted the Technical 
Writing and Communication Practices class to find and report the 
needs of GGC’s students is an important one.  

Collecting and compiling data is only a portion of the project and 
without the efforts outlined in this proposal to create a 
professional Findings Report, all of the hard work will be for 
naught. It is with the goal in mind of producing a navigable, 
informative report, that I urge you to adopt this proposal. 

Adopting the proposed 
efforts outlined in the 
Action Plan is vital to 

the success of this 
research project. 
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Resource Tools 

A number of resources are available to writers and editors. I 
recommend that the group draw from the same sources and my 
recommendations follow: 

• Editing and proofreading marks (attached) 
• The Bedford Handbook (Hacker and Sommers) 
• Technical Communication (Markel) 
• http://owl.english.purdue.edu/ 
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Laurie Hudson 
Snellville, Georgia 30078 • 813‐601‐4963 • lhudson@ggc.edu 

 
 
EDUCATION 
  English/History Major  2009 to Present 

Georgia Gwinnett College, Lawrenceville, Georgia 

  Anthropology Major  2000 
Hillsborough Community College, Plant City, Florida 

  Anthropology Major  1995 to 1998 
Oakland University, Rochester, Michigan 

  Graphic Design  1994 to 1995 
New Horizons Computer Learning, Troy, Michigan 

 
QUALIFICATIONS 
  Writing/Editing 

• Tutor in a college setting helping students at all levels understand grammar, writing 
processes and the various styles of writing 

• Write feature articles for use on a college website after interviewing both students and faculty 

• Proofread and perform periodic reviews of web content for accuracy with special attention 
toward grammar and spelling 

• Create copy‐written content for advertising campaigns and marketing real estate properties 

  Graphic Design/Photography 
• Design various marketing pieces such as company logos, letterhead, presentations, 
newspaper advertisements, flyers and mailers for a variety of different industries 

• Photograph homes and properties for marketing purposes in real estate 

• Capture memorable moments photographing college events and festivals for web posting and 
to build stock photography inventories for potential future marketing 

  Administration 
• Established and implemented automated systems for tracking and managing real estate 
transactions 

• Provided executive administrative support for directors in large corporations as well as 
company heads in small businesses in a variety of different industries 

• Specialized in creating documents such as surveys and findings reports for consumer 
marketing 

  Computer Skills 
• Advanced computer skills in both PC and Mac environments 

• Proficient in Photoshop, Quark Xpress, Corel Draw, Illustrator and all Microsoft Office 
products 

• Time‐tested typing speed of 80wpm 



 

Laurie Hudson 
Snellville, Georgia 30078 • 813‐601‐4963 • lhudson@ggc.edu 

 
 
WORK HISTORY  

English Tutor, Parttime  August 2010 to Present 
Georgia Gwinnett College, Lawrenceville, Georgia 

Writer, Parttime   January 2010 to Present 
Georgia Gwinnett College, Lawrenceville, Georgia 

Freelance Photographer/Graphic Artist/Owner  April 2006 to Present 
lookATLANTA, Tampa, Florida/Atlanta, Georgia 

Marketing/Listing Manager   June 2002 to April 2006 
Team Bohannon of Coldwell Banker, Tampa, Florida 

Merchandiser   March 2002 to June 2006 
Keebler Company, Tampa, Florida 

Graphic Artist   October 2001 to February 2002 
Nissen Advertising Inc., Lakeland, Florida 

Graphic Artist   September 1999 to October 2001 
Sunbelt Newspapers, Plant City, Florida 

Graphic Artist   November 1998 to April 1999 
IKON, Tampa, Florida 

Graphic Artist   July 1995 to October 1998 
Systems Duplicating, Troy, Michigan 

Computer Services Specialist   February 1994 to December 1997 
Kinko’s, Auburn Hills, Michigan 

Administrative Assistant   May 1994 to March 1995 
Custom Software Services, Troy, Michigan 

Administrative Assistant   November 1992 to May 1994 
McCann/SAS, Troy, Michigan 

Word Processing Secretary   February 1991 to November 1992 
Nordhaus Research, Southfield, Michigan 
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Editing and Proofreading Marks

1
N

1
M

CORRECTION EXAMPLE OF MARKING

Close up; no space The fuz zy cat /

Insert The boy bad/

Delete The sadd girl /

Transpose letters Teh happy dog tr/

Wrong font Two blue birds wf/

Lower case A Fat rabbit lc/

Small capitals 2:00 pm sc/

Capitals mr. jones caps/

Italic The Raven by Poe ital/

Bold face A negus is. . . bf/

Let it stand; stet The big lion stet/

Spell out Sales tax is 6% sp/

Start paragraph The new tire /

Transpose down A double-hyph- tr down/
enated word

No paragraph; marked run in/
run in the proof

Raise Ten little pigs align/

Lower A fairy prince align/

Move left The bear align/

Move right A wolf align/

CORRECTION EXAMPLE OF MARKING

Align vertically 10 /
9

Insert period The end .  /

Insert comma Jim a plumber ,  /

Insert colon as shown : /

Insert semicolon green blue red ; //

Insert apostrophe The Jones ’ /

Insert quotation marks Yes, I said. “ / ” /

Insert superior figure a2 + b2 = c 2 /

Insert inferior figure HO is water 2 /

Insert brackets The white pony [ / ]/

Insert parentheses Smith 1 wrote ( / )/

Insert hyphen 1 year old boy =//

Insert 1-en dash Fig. 1-1 /

Insert 1-em dash cold-like ice-is /

Insert space Theeagle #/

Insert 1-en space 1. A list /
Insert 1-em space Fig. 1-1 A map /
Insert 2-em space A. An outline

1. with subentries /

....

Here is a list of symbols used by editors and proofreaders to mark
corrections to content. An example of their use is also shown. Using
these symbols will enable you to communicate with production and
help them to interpret your instructions accurately. Please call your
Project Manager with any questions. Here are a few tips:

• Prepare your manuscript thoroughly. Remember that correc-
tions are very costly once the content is in production. 

• Mark your corrections clearly and neatly in the margins.
Indicate the end of each correction with a slash (/). Use multiple
slashes if the correction is to be made more than once. Large inserts

to the manuscript should be typed on a separate sheet of paper with
an indication showing placement of the insert. 

• Be sure to answer all queries.

• We strongly encourage you to limit corrections to typo-
graphical and factual errors only. Extensive corrections causing
changes to paging delay the schedule and invalidate the index.
(Note how minor corrections caused the sample on p. 2 to gain two
lines!) Low alterations of typeset material will save you money and
expedite your work through production.
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Editing and Proofreading Marks

When Obstacles Get
You Down

Do obstacles get you down when trying to

get something doone? Consider the following

After Fred Astaires first screen test, a 1933

memo from the mgm testing director said:

Can’t act. Slightly bald. Can dance a little.”

Astaire kept that memo over the fire place in

his Beverly Hills home

An expert said of famous football coach

VinceLombardi: “He possesses minimal

football knowledge. Lacks motivation.”

Louisa May Alcott, the author of Little

Women, was advised by her family to find

work as a Servant or seamstress.

Beethoven handled the voilin awkwardly

and preferred playing his own compositions

instead of improving his technique. 

His teacher called him utterly hopeless as

a composer. The teacher of famous opera

singer Enrico Caruso said Caruso had no

voice at all and could not sing.

Walt Disney was fired by a newspaper for

lacking ideas. He also went bankrupt several

times before he build Disneyland.

Eighteen publishers turned down Richard

Bach’s 10000 word story about a soaring

seagull before Macmillan finally published it

in 1970. By 1975, Jonathan Livingston

Seagull had sold more than 7 million copies

in the U.S. alone.

When Obstacles Get
You Down

Do obstacles get you down when you are

trying to get something done? Consider the

following:

After Fred Astaire’s first screen test, a

1933 memo from the MGM testing director

said: “Can’t act. Slightly bald. Can dance a

little.” Astaire kept that memo over the fire-

place in his Beverly Hills home.

An expert said of famous football coach

Vince Lombardi: “He possesses minimal

football knowledge. Lacks motivation.”

Louisa May Alcott, the author of Little

Women, was advised by her family to find

work as a servant or seamstress.

Beethoven handled the violin awkwardly

and preferred playing his own compositions

instead of improving his technique. His

teacher called him utterly hopeless as a com-

poser.

The teacher of famous opera singer Enrico

Caruso said Caruso had no voice at all and

could not sing.

Walt Disney was fired by a newspaper for

lacking ideas. He also went bankrupt several

times before he built DISNEYLAND.

Eighteen publishers turned down Richard

Bach’s 10,000-word story about a soaring

seagull before Macmillan finally published it

in 1970. By 1975, Jonathan Livingston

Seagull had sold more than seven million

copies in the U.S. alone.

Sample galley with proofreader’s corrections marked. Corrected galley gained 2 lines.

you are/
/ : /

’ /
caps/
“ /
close up/
. /
wf/
#/

ital//
align/
lc/
tr/

run in/

tr down/

stet/

t/sc/
/

,  / =/

ital//
sp/bf/

......


