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1 About this module 
 

As Cando and its subsidiaries are meant to produce several documents for different audiences, it is 

important to showcase right documents in terms of format, standards and content to remain impactful. 

These documents include formal documents as requests for proposals, grants, sponsorships and 

contributions, semi-formal documents such as well as manuals, instruction guides, technical reports 

and finally some informal documents as thank you letters, invitations and surveys. It is known that a 

well-built professional document augment chances of reaching the desired goal. This module includes 

techniques to build efficient, impactful and easy technical documentation to help achieve EDOs tasks 

and projects.  

2 Technical writing basics 
Technical writing aims to convey complex information in an understandable manner. While working on 

a plethora of documents, EDOs should keep in mind that information presented should be at all times    

• Clear: Ensuring that the information is easy to understand and free of jargon. 

• Concise: Providing necessary information without unnecessary details. 

• Accurate: Ensuring that the information is correct and up to date. 

• Organized: Structuring the content logically and coherently. 

Positioning a supplier, a community or a nation is not typically technical writing. However, it is required 

that EDOs spend some time identifying all potential calls for tenders’ databases and subscribe to them, 

to secure new business opportunities. The technical writing part in this process kicks in when, in most 

cases, the EDOs provide the business details and describe the areas of expertise according to the 

guidelines. This means they must highlight relevant expertise and core competencies.  

 

2.1 Register to view call for tenders 

 

 

Visit

• Visit the 
tendering 
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Account

• Create and 
verify your 
account

Search

• Search for 
tenders

Suscribe
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2.2 Highlight relevant expertise in your account/profile in your tendering 
databases 
It is important to build an eye-catching profile. A profile can be easily found using keywords has greater 

chances to step up, especially when procurement officers are not tied to a rigid bidding process.  

 

 

From creating a profile to winning a market, it is mainly a marketing job from end to end. EDOs must 

give adequate attention to each step. 

2.3 Securing business opportunities  
Securing business opportunities is crucial for Economic Development Officers (EDOs) in an Aboriginal 

context for economic growth, community development, cultural preservation, community cohesion and 

sustainability. By securing business opportunities, EDOs can drive significant positive changes, 

contributing to the overall prosperity and sustainability of Aboriginal communities. To achieve that it is 

important to understand the SOW and RFP process resulting from active or passive solicitations. 

 

 

Highligh relevant expertise

Tailored content

Specific successful examples

Area of competencies

Core competencies

Technical skills

Innovation experience 

Supporting Evidence

Case studies
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Value demonstration
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3 Writing a SOW 
 

3.1 What to include in a statement of Work?  
Most of the time, EDOs must write a Statement of Work (SOW) for business wins, governmental 

projects, client projects, but also for subcontracting work from a private partner. This is a critical task 

that requires attention to detail and clear communication. By following the canvas below, the Economic 

Development Officer can create a comprehensive and effective Statement of Work that clearly 

communicates the project's scope, requirements, and expectations.  

 

 

3.2 Key checks before submitting a SOW 
In the title page, the name and contact information of the Economic Development Officer and any 

collaborators should be clearly identified to serve as the contact point for any questions. 

The background in the introduction phase should include when possible and relevant, any historical 

information or previous projects. 

All expected deliverables, including reports, prototypes, or final products should be identified in the 

Scope of Work part  

Governance of the project is very important. This will outline the project's governance structure, 

including communications within stakeholders and decision-making processes. 

Title Page

•Project Title
•Government 

Agency/Department
•Date
•Prepared By

Introduction

•Purpose of the SOW
•Background: project 

context

Scope of Work

•Objectives
•Tasks and Activities
•Deliverables

Requirements

•Technical 
Requirements

•Business 
Requirements

•Legal Requirements

Schedule

•Timeline
•Milestones

Budget

•Cost Estimates
•Funding Source

Performance 
Criteria

•Metrics
•Quality 

Assurance

Risk 
Management

•Risk 
Assessment

•Mitigation 
Strategies

Roles and 
Responsibilities

•Project Team
•Stakeholders
•Governance

Review and 
Approval

•Review Process
•Approval 

Signatures



 

3.3 Example of a SOW 

 

 



 

3.4 Tips to write a quick and professional SOW 
Below are a few tips to draft a quick professional SOW 

 

4 Writing an RFP 

4.1 What to include in a request for proposals?  
Creating a Request for Proposal (RFP) involves a structured approach to ensure clarity, transparency, 

and effectiveness. Here’s a framework to help you develop a comprehensive RFP 

 

 

1. Use AI for content creation, then review ex: Copilot

2. Work the budget table in a separe tool (ex: excel ) then incorporate it

3. Use a template that includes logo and NOT a blank page 

4. If you email it , always convert to PDF

5. Inform the contact person that his name is on the SOW

6. Sign digitally to avoid waste of time
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•Scope
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•Submission 
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•Point of Contact

Appendices

•Project Team



 

4.2 Key checks  before submitting an RFP 
Your RFP will effectively clearly communicate complex information, accurate, and user-friendly if 

written in accordance with: 

• Error-free: Ensure the document is free from grammatical and spelling errors 

• Purpose and Clarity: Clearly state the purpose of the RFP. The purpose of the message 

dictates its structure and content message must be clear and concise to effectively convey the 

intended information. Outline the main goals and objectives of the project. Define the project’s 

scope, including specific deliverables and boundaries. 

• Consistency and Standardization: Provide a brief introduction to your organization and its 

mission. Consistent terminology and formatting help maintain clarity and professionalism. 

Standardized messages ensure that all readers receive the same information in the same way. 

• Accuracy and Precision: Clearly outline the tasks to be performed and the expected 

deliveries. The nature of the deliverables requires accuracy and precision to avoid 

misunderstandings. Provide a project timeline with key milestones and deadlines. 

• Evaluation criteria: Clearly outline the list the criteria that will be used to evaluate proposals. 

• Submission: Submit on time 

 

4.3 Tips to write a serious and inviting RFP 
For an RFP to be successful, it should be at first interesting and inviting for proposers. 

 

 

1. Use AI for content creation, then review ex: Copilot

2. Google search to confirm context, background and adresses

3. Use a template that includes logo and NOT a blank page 

4. If you email it , always convert to PDF

5. Inform the contact person that his name is on the RFP



 

4.4 Example of an RFP 

 



 

5 Writing a contribution or grant application 
 

5.1 What to include in a grant application?  
For EDOs, mastering the art of grant writing is not just about securing funds; it’s about articulating a 

vision that resonates with potential funders and demonstrates a commitment to making a meaningful 

impact. The competitive nature of grant applications means that EDOs must differentiate themselves 

from countless other organizations vying for the same resources. This requires a strategic approach 

that combines clarity, feasibility, and a strong narrative. When preparing a contribution, sponsorship, 

or grant application, it's important to provide comprehensive and persuasive information to 

demonstrate the value and impact of your proposal. Here are the key elements to include in the 

application: 

 

 

 

5.2 Key checks before submitting a grant application 
Before submitting the grant proposal, verify the following 

  

• Set some realistic goals and ideas for your application 
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Feasibility is a cornerstone of a successful grant application. Funders need assurance that the 

proposed project is realistic and achievable within the specified timeframe and budget. 

• A strong budget is a win  

A well-structured budget is a fundamental component of any grant application. It serves as a 

financial blueprint that outlines how funds will be allocated across various project activities.  

• Write the proposal with life and passion 

Do not hesitate to emphasize any partnerships or collaborations with other organizations or 

stakeholders that enhance their capacity to deliver results. Create a compelling narrative that 

can significantly improve chances of securing funding and making a meaningful impact in the 

area of focus. 

• Revise your proposal/application 

• Submission: Submit on time 

 

5.3 Tips to produce an impactful grant application 
For an RFP to be successful, it should be at first interesting and inviting for proposers. 

 

 

 

1. Use AI for content creation, then review ex: Copilot

2. Strong  and engaging introduction

3. Use a template that includes logo and NOT a blank page 

4. Master your metrics ( budget, stats, quantities,etc.)



 

5.4 Example of a grant application 

 

 



 

6 Writing briefing notes 

6.1 What is a briefing note? 
Briefing notes are just one tool to obtain a decision. Its utility in the decision-making process for an 

organization is that it is short. A briefing note is a concise and structured document used to provide 

essential information, analysis, and recommendations on a specific issue or topic to decision-makers.  

To bring certain matters quickly to the government’s table , briefing notes are well indicated for EDOs. 

They are commonly used in governments, organizations, and businesses to ensure that key 

stakeholders are well-informed and can make decisions based on accurate and relevant information.  

The main advantage of briefing notes is that they are clear, efficient and straight to the point so that 

informed decisions can be made. 

 

6.2 What to include in a briefing note? 

 

 

•A clear and specific title that reflects the content and purpose of the briefing 
noteTitle

•A brief statement outlining the main issue or question that needs to be 
addressedIssue

•Relevant context and historical information that frames the issue and helps 
the reader understand its importance.Background

•An overview of the current situation or developments related to the issue.Current status

•A detailed analysis of the issue, including risks, benefits, costs, and any other 
factors that may impact the decision.Analysis

•Presentation of different options or courses of action, along with their 
potential outcomes and implications.Options

•A clear and concise recommendation based on the analysis, indicating the 
preferred course of action.Recommendation

•Space for decision-makers to indicate their approval, disapproval, or request 
for further review or action.Decision



 

6.3 Example of a briefing note 

 



 

6.4 Tips to write an impactful briefing note 

 

• A brief is a formal document that will often be used for official purposes; as such, points should 

be organized into consecutive, using plain English and avoid using unnecessary descriptive 

terms. 

• Briefs are based on facts and evidence. The information provided should be verified from 

research and the advice of consultants.  

• Format in a proper way: Do quality control by proofreading: The flow of the content should be 

reviewed. Additionally, the information provided must be verifiable and no information is 

omitted. EDOs can invite their colleagues to proofread the document. 

 

7  Writing other technical documents 
 

EDOs perform a variety of duties that mix project management skills and administrative skills. They 

produce a lot of documentation that not only enhances economic development but also supports the 

community in other areas where there is a need. In that sense, they will have to produce technical 

documents such as Welcome letters, Thank you letters, formal invitations, job postings, etc. Even if it 

sounds obvious, it may not be simple. Drafting an impactful invitation letter requires technical writing 

skills. 

 

What is the message nature Who is the audience How is it delivered 

Confidential? Federal / provincial government? Email? 

Restricted? Municipalities / band councils? Postal courier? 

Internal? Community members? In person? 

Public? General public? Social media/ Web? 

1. Use AI for content creation, then review ex: Copilot

2. Keep it brief: Most briefs are a maximum of two pages long 

3. Avoid informal writing style

4. Make sure the impact can be proven.



 

7.1 Formal invitation for officials and example  
Here’s a structured approach to writing an invitation letter for officials. This 

framework ensures that your letter is formal, clear, and professional. Four 

information blocks are necessary: Purpose, event details, special role and 

RSVP. 

 

 

Purpose 
of the 
event

Event 
details

Special 
Role of 

the 
official

RSVP 
details



 

7.2 Welcome or thank you letters and example 
Just like the invitation, thank you letters take a structured approach to be written to 

officials. This framework ensures that your letter is formal, clear, and professional. 

Four information blocks are necessary: Gratitude, impact, personal touch and future 

interaction. 

 

 

Express 
gratitude

Impact 
details

Personal 
touch

Future 
interactio

n



 

8 Using AI to write technical documents 
 

8.1 AI Writing tools  
In this toolbox you will find an Ai module tackling specifically Ai tools that can be used for writing and 

facilitating EDOs tasks. Many free writings aids are available online and assist in various aspects of 

writing, making the writing more efficient and effective. Brainstorming, writing assistants, grammar, 

spellcheck, and thesaurus can be AI led. You will also find in that module tips to select a good writing 

tool. 

AI can certainly help generate a Request for Proposal (RFP), a SOW or other EDOs technical 

documents by creating templates, customizing them and even generating content. Further down AI 

can help with reviewing language, consistency and clarity as well as data integration 

8.2 AI Governance and due diligence  
When incorporating AI into your writing process, due diligence involves several key aspects to ensure 

quality, accuracy, and compliance. Before an EDOs is ready to send the Ai generated document, these 

questions should be answered:  

  

 

• Ensure that information provided by AI is accurate
• Cross-check facts and data generated by AI

Is my text information 

ACCURATE ?

• Ai contains a lot of biais generated infor
• Mitigate biaises in the text

Is my text information 

FAIR ?

• Watch sensitive topics
• Information in line with laws and regulations

Is my text information 
ETHICAL ?

• Tailor your Ai generated content to suit context
• Provide clear contecxtual instructions to your tool

Is my text information 
CUSTOMIZED ? 

• Proofread AI content  for grammar and coherence
• Review by a human to ensure quality standards

Is my text information 
OF QUALITY ? 


