
Step 1: Professionalism (RED) 



Step 1: Professionalism (RED) 

Check for the correct format & comment in red. 

Highlight spelling, grammar, punctuation, 
capitalization errors in red. 



Format Headings & Titles  

Capitalize Headings 

Eliminate Laptops to Improve Grades 

Laptops in the Classroom Distract Students

The Best Choice for Your Company 

Working With Clients to Provide HR Solutions

Sales and Marketing Gains by Competitors 

Headings: Bold Text 

Follow these examples to capitalize headings.
Note changes needed in red.  



Step 2: Clear (GREEN) 



Executive Summary 

Industry Information & Consumer Trends
2 paragraphs 

Lawrence Information
2 paragraphs 

Competition in Lawrence
2 paragraphs 

Comparison Cities 
1 paragraph & 1 table 

4-7 sentence paragraphs 

1 paragraph; use Executive Summary as the heading  

Step 2: Clear (GREEN) 

Step 2: Clear (GREEN) 

Do not use the topics listed here as 
the headings for your proposal.  



Effective Headings 
The Retirement Community Industry is Growing 

Current Fitness Centers are Expensive and Outdated 

Write Persuasive Headings 

Write headings to explain the key point of each section. 
Headings are 3-9 words.  

Provide feedback to
improve headings in green.   

Vague Headings 
Statistics About Lawrence 

Trends in the Restaurant Industry 



Visual Elements 

2 visual elements (1 table of  comparison cities; 1 other visual) 

Visuals to avoid in the 
Business Proposal 



Visual Elements 
Use a chart, graph, or table that quickly communicates information. 

Mention and cite the visual in your proposal to show how it connects to your topic. 

Comment in green to explain how to improve the visual. 



Comparison Cities Table 

Indicate the Source 
Number 

Select Your Own 
Comparison Cities 

Based on Your 
Business & Industry 

Select Your Own Criteria Based on 
Your Business & Industry 

Table needs 4 total cities and 4 comparison criteria.
Provide feedback on the table in green.  



Step 3: Concise (BLUE) 



Step 3: Concise (BLUE) 

Joe’s is a fast-casual restaurant and this will also help them to be successful in Lawrence. A 2022 Mintel Report 
explains that 84% of individuals in full-time education eat at fast casual dining (3). Since the majority of the Lawrence 
population are KU students this will help us to be successful. College students don’t have a lot of money so they like to 
eat at less expensive restaurants.

Highlight repetition & vague statements in blue. 

Highlighted text indicates vague 
information to remove. Instead, add 

evidence to support each claim. 

Consumer trends in the restaurant industry are constantly evolving, and it is essential for restaurant owners to stay up 
to date with the latest trends to remain competitive. One trend that has been gaining momentum is the focus on 
healthier menu options. Consumers are becoming increasingly health-conscious and are looking for restaurants that 
offer nutritious and sustainable options.

Mintel Reports explains that 47% of U.S. diners are motivated to dine with fast-casual operators if fast service is 
offered (2). People want a faster option when it comes to going out to eat rather than traditional sit down
restaurants that take too long.



Step 3: Concise (BLUE) 

Really Basically 
Very Also 
So much As well as 
In order to To be able to 
Extremely Many
Not only, but also Furthermore 

Remove all words/phrases listed here.  

The new educational technology is innovative and groundbreaking. 

The HR training was dull and boring. 

Redundant Pairs 



Step 4: Evidence & Persuasive (YELLOW) 



Executive Summary (1 paragraph)   

125-175 words 

Use Executive Summary as the heading. 

Share the key point of  each section of  the proposal.

Use evidence and cite at least 3 sources. 
This can include evidence that you state in the proposal. 

Provide comments on the 
Executive Summary. 



Explain the Source Credibility 

According to IBISWorld’s projections, the Retirement Community industry is expected to grow 
to $83.2 billion, a 2.9% increase, in revenue over the next five years, and 1.2% of the nation’s 
senior living establishments are in Kansas (1). 

Although senior housing occupancy rates are at a 6-year low of 88.3%, as reported by Business 
Insight Essentials, the expectation for industry revenues to increase suggests that occupancy rates will 
continue to increase (2).

Introduce the source credibility the first time a 
source is used in each section of  the proposal. 

QSR magazine, a trade publication with 20 years of experience covering the limited-service 
restaurant industry, expects that over 50% of fast food orders will be digital by 2025 (4). 

If  a source is not found through the Library 
Research Guide, add a brief  explanation of  the 

source to demonstrate the credibility on the topic. 





Explain source credibility here. 

Use the source number at end of  sentence here. 

QSR magazine, a trade publication with 20 years of experience 
covering the limited-service restaurant industry, expects that 
over 50% of fast food orders will be digital by 2025 (4). 

Only 3% of managers are trained on using data to increase 
restaurant productivity (4). 

Highlight all credibility statements in yellow. 
Indicate changes needed to correctly cite sources.   



Reference List 

Citation Guidelines (page 4 & 5) includes examples of  how to 
format sources for your Business Proposal.



Reference List 

Check the reference list and comment in
yellow to indicate changes needed. 



Remove Vague Claims & Add Evidence

Avoid this type of  vague information in your proposal. 
Add evidence from your research to persuade the reader.

As you can see in the table, Lawrence is the best option to open the new restaurant because it is 
larger and has a higher population growth.  

The Lawrence population is constantly growing at a fast rate due to the high number of college 
students in town. 

College students don’t have a lot of money to spend on food and they prefer to eat at fast food 
restaurants.



Add Evidence: Industry & Consumer Trends 

Consumer trends in the restaurant industry are constantly evolving, and it is essential for restaurant owners to 
stay up to date with the latest trends to remain competitive. One trend that has been gaining momentum is the 
focus on healthier menu options. Consumers are becoming increasingly health-conscious and are looking for 
restaurants that offer nutritious and sustainable options. According to a report by the National Restaurant 
Association, 80% of adults said they are trying to eat healthier at restaurants than they did two years ago (2). 
This trend has led to a surge in popularity of vegetarian and vegan restaurants, as well as an increase in the 
number of restaurants offering plant-based menu items.

Another trend that is shaping the restaurant industry is the rise of technology. In today's fast-paced world, 
consumers are looking for convenient and efficient dining experiences. Many restaurants are incorporating 
technology into their operations, such as self-order kiosks, mobile ordering, and delivery services. According to 
a report by Toast, a restaurant management platform, 73% of diners said they would be more likely to use a 
restaurant's online ordering system if it offered loyalty rewards (5). This trend has also led to the emergence of 
ghost kitchens, which are delivery-only restaurants that operate out of a shared commercial kitchen space.

Remove text highlighted in yellow. Replace with evidence from 
your research on the industry and consumer trends. 

Required to use IBIS World and Mintel Reports in this section. 



Add Evidence: Competition in Lawrence  

Replace highlighted text with numbers to explain the current competition.
Identify 2-3 top competitors and use evidence to show your business is a better option.

While there are many stores in Lawrence, there are few that sell the same products. 

Even though Lawrence has a lot of restaurants not many of them are barbeque restaurants.

How many total restaurants are in Lawrence? 
How many barbeque restaurants are in Lawrence? 
Use online reviews and costs to compare your business to current options. 


