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INTROBUCTION

Agenre is a class of communicative cvents whose members
sharc some sct of communicative goals which are recognised
by expert members of a particular discourse community 1lence
exemplars of a genrc which exhibit similarities in structure,
style, content and intended audience will be viewed as prototypical
by the parent discourse commanity. 'Thesc exemplars nced to
»e examined and a posteriori catcgories developed based on
empivical investigation and observation. Such an investigation
would focus on a study of discoursal development of the genre
and by comparing rhetorical similaritics and differences, scek
to establish a model which could be cxploited for pedagogical
purposes. Attention also needs to be given tothe gente nomenclature
created by those who are most familiar with and most professisnally
involved in these genres. (Swales, 1996@)

This study will seek to cxplore the discoursal development
aof a particular genre by examining the macrestructure of exemplars
produced oy active members of the discourse community. A study
of the macrostructure of a discoursc is an effcctive way of examining
discoursal development as the macrostructure essentially reflects
the communicative message of a text,

Van Dijk and Kintsch (1983) suggest that macrostructures
were designed to capture the intuilive notion of the “gist” of a
discourse. While a textbase represents the meaning of a text in
all its detail, the macrostructure is concerned eonly with the
esscntial points of the text. Coherence within a discourse is
bence examined at a globzl level dealing primarily
such as topic, themec, gist and point of discourse An examination
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of these elements would provide valuable insights on how a
particular discourse is structurcd.

This paper proposes to examine the macrostructurc of business
proposals. Six proposals obtained from local companics together
with an interview with a key informant, provided the research
matcrial for the study The working hypotheses for this analysis
are

1. clear regularities can be found in the macrostructure of the
corpus cxamined.

2. in the corpus examincd the macrostructure of the Executive
Summary consists of a specific set, of macropropositions which
do not vary

The Executive Summary was selected for detailed analysis
as both primary and secondary sources confirmed that it is one
of the most important elements of proposals.

MACROSTRATEGIES

Van Dijk and Kintsch (1983) suggest that macrostructures are
conveyed to thec rcader through a series of STRUCTURAL,
SYNTACTIC and SEMANTIC SIGNALS, cach helping the rcader
to draw inferences about the topic of the discourse. Structural
signals would include the following:

1. Titles

2. Subtitles, headings, captions

3. Initial appearance of seniences
4. Summaries

Syntactic strategies draw attention to global thematic
importance only indirectly via cumulative inferences, for example,
by means of repetition If a lexical item 1s repeated regularly
throughout the disceurse one could provisionally assume that
theitem would certainly fecature in the macrepreposition of that
discourse.

Semantic strategies rcly on the meaning of words, phrascs
and scntences to provide clues at the macrelevel. Since an
examination of the macrostructurc of proposals essentially entails
a top-down approach, this study will rely mainly on the use of
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structural signals and to some extent semantic strategies to
examine the macrostructure of the discourse.

FORMAT OF PROPOSALS

A proposal, according to Brinegar and Skates (1983), is a plan
submitted for approval. It may be a proposal to promote a product,
secure a contract, or obtain funds for research Regardless of
the type of proposal that is written, the objective always remains
the same, i.e. to persuade the audience that a specific job should
be done in a specific manner In order to do this the writer
must convince his audience that the proposal is sound, valuable
and sensible. Since his audience may range from the Chief Executive
Officer of a company to the evaluating officer, the report has to
be brief and clear so that readers, operating in a world where
time is of the essence, will not be put off by long-winded prose
At the same time the report has to include sufficient detail to
impress his readers. Roy Meador (1985 11) in his study on
proposals, highlighted the following points

“In preparing your proposal, identify very clearly
what your idea is. Provide a clear explanation that
will persuade a very knowledgeable person your
idea will work, that you have an achievable goal...”

Brinegar and Skates (1983), Meador (1985), Trzyna and
Batschelet (1987), Damerst and Bell (1990) suggest that regardless
of the length, most proposals contain the following elements.

Cover Letter/Letter of Transmittal

Cover and Title Page

Table of Contents

List of Illustrations

Summary/Abstract

Statement of Research Problem/Programme

Review of the Literature/Background of the Problem
Purpose/Objectives and Expected Benefits of the Project
Description of the Project/Procedure/Methods

Time Schedule

Key Project Participants (Facilities, Personnel)
Capabilities and Experience

Project Budget/Cost Analysis

Admimistrative Provisions and Organizational Chart

ZErR&ETTZQEIEODQZE >

69



Macrosiructure of Proposals

O. Alternative Funding

P. Post Project Planning

Q. Appendices and Support Materials
R. Bibliography and References

In the corpus examined enly the following elements were
common to all the Proposals, hence only these areas form the
basis of analysis

Jetter of Transmittal

Cover and Title Page

Table of Contents

Summary er Abstract

Statement of Research Problem/Programme
@bjcctives and Expected Benefits of the Project
Issues Crucial to the Project

Besceription of the Preject/Procedure
Capabilities and Expericnce

Preject Budget/Cost Analysis

Appendices

Rcferences

CRe“CTIoEREZOR R

The clements A-L with the exception of G have been
documented and referred to by Brinegar and Skates (1983),
Meader (1985), Trzyna and Batschelet (18987), Damerst and Bell
(1990). Elecment G however is a new clement introduced in this

study as it was feund to be present consistently in the proposals
examined.

RESULTS

This scctien will briefly analyse the macrostrueture of the elements
of a proposal

A. Letter of Transmittal

This element 1s looked upon as a persuasive tool in a proposal
An examinatien eof its macrostructure reveals that the Letter of
Transmittal has the following macrofunctions.

1. It intreduccs the purpose of the repert.

2. It bricfly summarises the contents.

3. It urges acceptance of the proposal.
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B. Cover and Title Page

The title expresses the top level of the macrostructure of
any discourse as it immediately captures the gist of what the
discourse is about. It provides the topic of the proposal.

C. Table of Contents

The Table of Contents is the next levcl in the macrestructure
of the Proposal. It is immediately macrorelevent as it can he
regarded as a list of subtitles which identifics the topic in each
section. It mrovides structure and organisation to the proposal.
Henece the macrofunciion of this element is fo provide subtitles
in the order in which they appear in the discourse

The Table of Contents not only allows the rcader to grasp
the scope of Lthe report at a glance, 1t also informs the reader
exactly what the writer perceives to be pertinent to the report,
by including certain headings and omitting others. The reader,
therefore, can decide whether the proposal is going to be helpful
to ham just by perusing these high-level macrestructurcs. It is
for this reason that we often return a book to its stack after a
auick glance at the Table of Contents, deciding from this list of
brief and concise phrases that what we are looking for will not
be found within the pages of thebook or does not provoke additional
interest.

D. Executive Summary

The Summary can be considered one of the most important
elements of the Proposal For many readers the summary helps
them decide whether or not to read the document (Burnett,
1990). According to a key infermaut, the busy Chief Executive
Officer or his rcpresentative often has only a few minutes to
read a particular report. Tho Executive Summary, therefore, is
often the first element to be read. If The Summary has been
successful in arousing the interest of the officer he will then
pass the report ont to his second line officers for a more detailed
readwng. In order to get past the first stage, proposal writers
will have to structure the Summary carefully adding eneugh
information to persuade the Executive @fficer that the proposal
might be worth looking into.

The Executive Summary therefore is structurced to impress
and usually includes the following macrofunctions.

1. Introduces the cempany for whom the report is written
and states problem in general terms.
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Introduces main concern of the proposal.

Outlines current situation

Outlines proposed solution

Emphasises standing of the firm as an expert in the
field.

6. States bencfits if propasal is implemented.

SR ga D

In the corpus examined, the Statement of the Research Problem
is dealt with in The Summary and nol as a separate section,
therefore the next section to be analysed is the Objectives of
the Proposal.

F. Objectives and Expected Benefits of the Projcet

This element introduces the objectives of the praposal. In
order to impress the reader these objectives should materialise
in concrete and attainable results. Therefore this section ends
with a brief projectien on Expected Benefits of the project.

G. 1ssues Crucial to the Project

This element is introduced n this study as “new” as it has
not been documented or referred to by Brinegar and Skates
(1983), Meador (1985), Trzyna and Batschelet {1987), Damerst
and Bell (1990). However, [ssues Crucial te the Project has
appeared consistently in all the Proposals ecxamined. The element
does not exhibit the characteristics associated with any of the
clements listed under the sectisn on Format of Proposals.

Iience, ene could tentatively assume that, Issues Crucial to
the Project, a name given to this element in this study, has
risen out of a need, by the writers of the proposals examined, to
include information that is considered crucial to the proposal
The element. is strategically pesitioned between the elements
“Objectives and Expected Benefits” and “Description of the Project”
It is almost as if the proposal writer 15 signalling the fact that
“Issueg Crucial to the Project” is not strictly a part of the Objectives
of the Proposal nor does it belong 1n the man description of the
project itself It is in fact
crucial issues pertaining to the projecl. and it is only after such
issues arc given due consideration that the reader can fully
appreciate the nature of the proposed project.

This element does not seem to fit under “Background of the
Problem” which is mentioned in Brinegar and Skates (1983). In
the Proposals examined “Background of the Problem” is dealt
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with in the Exccutive Summary Issues Crucial to the Project
seeks to highlight issues or priorities thai have te be considered
before procedures in the proposal can be outlined. This element
hence considers priority areas under the subtitle Priarities/
Requirements/issues,

H. Descriptien of the Project/Precedure

This element is significant as it explains the metheds or
procedures used to achieve the goals of the proposal It could be
regarded as the central element of the proposal (Meador, 1985).
Everything before this, builds towards the information found
here and everything afier this supplements the information found
in this element. It compriscs the following macrofunctions:

1. 1introduccs the procedure,
2. outlines the procedure,
3. highlights the benefits of the procedure

§. Capabilities and Experience

This element establishes trust and credibility (Brinegar and
Skates, 1983). The writer highlights the relevant experience of
the firm. The desired effect is to inspirc confidence and create
an excellent impression. This element was found to have the
following macrofunctions.

1. 1t establishes the standing of the firm as an expert in
the field.

2. It evaluates past performance.

3. It reiterates benefits of adopting the proposal.

J. Project Rudgct/Cost Analysis

This clement aims at clarity, accuracy and easy interpretation
As such, the macromoves tend to he brief and precise. It lisis
expenditures anticipated in the project. The information is often
presented in the form of tubles and charts. This clement,

1. introduces the budget,

2. provides a sumary of the cost,

3. provides miscellancous cost considerations,

K. Appendices
The Appendiccs contain a straightforward listing of titles to

73



Muacrostructure of Propnsals

introduce supporting decuments, for example, seme proposals
include persenncl resumes, detailed charts of statistics or product
brochures.

L. References

This device enhances credibility and establishes academic
verification of the Proposul (Meador, 1985). Ilence this eclement
comprises 8 list of references usvally with the most impressive
references heading the list.

THE EXECUTIVE SUMMARY

This section will examine what was found to be one of the most
important elements of the proposal, i.e. the Executive Summary
alse known as the Intreductery Summary. Bamerst (1972) points
eut that some exccutives leave close reading eof reports to the
technical specialists, they themselves read just the summary.

This is reinferced by Damerst and Bell (1990) who regard
the Fxecutive Summary as the most meaningful of all abridgements,
The summary not only represents the whole repovt. It also snciudes
enough detail, along with the writer’s conclusions and
recommendatiens, to enable the reader te make a decision.

Accerding to one key informant the Executive Summary has
to successfully capture the attention of the top level management
executive almost immediately If the summary fails to impress
the executive,he may not want to waste company time by passing
the report on to his sccond liners. In short, the proposal gets
‘shelved’ and the proposal writer has in effect failed to achieve
his olsjective.

The above clearly indicates that the exccutive summary is a
crucial clement in the propesal. Hence it would henefit the learner
if he could undevstand what essentially comprises an effective
executive summary The first step in this process would be te
look at the macrepropesitiens that are cenveyed in the discourse
of this element.

An examination of the cerpus has shown that the kind of
macropesitions that appear in an ¢xecutive summary arc censistent.
The summary seeks to capture the attention of the client in a
brief and effective manner.

According te a key informant, the preposer uses language
that presents his company and project in the best possible light.
ITis claims are aimed at drawing attentien te his company’s
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ability to meet the needs of his chent,

In the proposals examined the first paragraph identifies
both the proposer and the clicnt. ‘The proposer then prevides
information which indicates that he has extended knowledge
abcut the client’s needs. He docs this cither by referring to
previous knowledge about the company or by referring to research
carried sut on Lthe company, by the proposer, which is immediatcly
rclevant to the proposal that is being submitted.

This scction is immediately followed by one that briefly outhnes
the objectives of the proposal In ihis section the proposer secks
to outline the objectives as clearly and as accuratlely as he can
According to a key informant if the objectives of the proposal
are not in line with the needs of the client, then the executive
may not see much pointin reading further.

The objectives are usually summariged intoone or two sentences.
They usually comprise two parts:

1 The client’s primary objectives.
2. The primary benefits of implementing the proposal.

The proposer then outlines the campaign or the description
ef the project. In doing so the prepeser seeks to highlight unique
benefits of the proposal, i.e one proposal mentiens conducting
the project in a ‘cost cffective manncy’ as this is one of the
client’s primary concerns. The description of the project then
proceeds to focus on this.

Next, the summary draws attention to the proposer’s experience
and ability to carry oul the project. This is done by mentioning
names of previous clients. The proposcr seeks to establish eredibility
and trust. Then the preposer’s expertise in the field is highlighted.

The above analysis shows that the Executive Summary is
rcally a shorter version of the whole proposal A proposal writer
would only have to expand on the macropropositions contained
n the executive summary in order to obtain a complete version
of his propesal. Furthermorc, the macropropositions outlined
above appear consistently in the corpus examined. This has
important pedagegical implications. If proposal writers sct out
to convey a specific and consistent set of macropropositions in
order to achieve a desircd effect, then lcarners have te master
these macropropositions if they want L0 wrnte an effective proposal.
This can also have implicalions for matcrial design as materials
must focus on teaching the pragmatic effects of a discourse.
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CONCLUSION

The analysis of the torpus has shown that clear regularities are
present in the macrostructure of proposals. 'The regularities are
reflected in the macrepropositions used te structure the argument
in cach element of the promosal These mucro moves have a
ciear pattern which is strictly adhered to by the writers of the
Proposils examined This study could be the first stop towards
setting up a model for Proposals This model should be set up
based on the findings that there are clear regularities present
in the structure of preoposals written by Professionals in the
Malaysian Business Community Ilence armed with the corpus
from thc target discourse community, a model can be sct up to
provide apccific macrofunctions and their sample linguistic
realisations for ¢ach element in the proposal Such a model
would furmsh the learner with the necessary tools to help him
become a member of this particular discourse community The
target learner that this stady has in mind is one who may
already be an expert in his field but lacks the necessary language
to effectively communicate his 1deas in the form of a report.
This learner would then greatly benefit from being taught to
recoguise a specific sel of macrofunctions, found regularly in
the discourse of proposals and to produce the linguistic realisations
of thesec funclions

Finally, it would seetn that Professionals in the local Business
Community seem to have made certain decisions on the format
of proposal writing At times they choese Le deviate from the
format proposed by rescarchers in the United States. A clear
indication eof the above is the clement “Issuvs Crucial to the
Prejcect” This element is found i the Propesals examuned for
this study but it does ot appear in the hist of elements proposed
by Brinegar and Skates (1883), Meador (1985), Trzyna and
Batschelet (1987), Damerst and Bell (199@).

This element clearly satis(ics a need to cxpress new information
which is integral te the proposal. Whether this ¢lament is culture
specific or one that signals an additional clement in Propesals,
can only be determined by future studies. Another study which
would be of interest, is one that determines similarities or differences
between Proposals written by Professionals in the Malaysian
Business Community and their counterparts overseas. This would
help us to gain valuable insights on just how eulture specific a
particular disceurse community can be
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