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123 Your Mailing Address Here

Toronto, Ontario
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Title of the project here

Executive Summary:

An executive summary is basically a short one page summary of the project.  The first couple of sentences should describe the project as you understand.  As the engineer, you generally need to clarify the project for the client.  You should then go on to describe what needs to be done to complete the project.  This may include what steps are necessary, such as computer modeling, testing, etc.  Finally, you should clarify what you will deliver at the end of the project, such as engineering drawings, plans, computer programs.

Believe it or not, most engineering contracts are not awarded on the basis of cost.  The soundness of your proposal and the strength of your team are often more important factors in deciding which bid gets the work.  In this paragraph, you should list your team members and their experience.  For this course, you team member’s experience would include the stream that they are in, any projects that you’ve done since first year and experiences gained through summer jobs.

Sincerely,

Your name

Engineering Team Leader

On January 1st, 2006

Toronto, Ontario

Your Team Name Here

Team Members Information

Team Leader:

Your Name
Signature



E-mail, phone number




Specialty: here you would list your 4th year stream

Experience: here you would list your experience that might be beneficial to this project.  For example, projects or labs that you have done in past courses, summer jobs or other education that you might have.  Also list special skills that would be useful for this project.

Team Member #2:
Your Name




Signature




E-mail, phone number




Specialty: here you would list your 4th year stream

Experience: here you would list your experience that might be beneficial to this project.  For example, projects or labs that you have done in past courses, summer jobs or other education that you might have.  Also list special skills that would be useful for this project.

Team Member #3:
Your Name




Signature




E-mail, phone number




Specialty: here you would list your 4th year stream

Experience: here you would list your experience that might be beneficial to this project.  For example, projects or labs that you have done in past courses, summer jobs or other education that you might have.  Also list special skills that would be useful for this project.

Team Member #4:
Your Name




Signature




E-mail, phone number




Specialty: here you would list your 4th year stream

Experience: here you would list your experience that might be beneficial to this project.  For example, projects or labs that you have done in past courses, summer jobs or other education that you might have.  Also list special skills that would be useful for this project.

Detailed Proposal:

Use two to three pages to describe your proposal.  You should begin by clearly defining the project as you see it.  It is very typical that projects are initially defined by upper management types; people with business, marketing or accounting backgrounds.  If you are very lucky, sometimes you’ll have a client who is also an engineer.  However, most often, the project brief is very vague.  Therefore, it is often up to you to clarify exactly what the client wants.  For larger RFP’s, often there is a question and answer meeting set aside, where all interested bidders are present.  This therefore insures that no bidder gains an unfair advantage over other bidders by getting “inside” information.

The next part is to propose how you are going to go about solving the design problem.  This is where you play up the expertise and experience of your team.  In this project, for example, team member #3 may be an expert at applying finite element analysis on the required mechanism because it’s very similar to the mechanism that he designed for the SAE mini-baja team.  Or perhaps, team member #2 had the fastest CNC car in MEC 431, Manufacturing II, because of a geared transmission, which this project might also require.

You can also describe what you think the final design of the project will look like.  This may be sketch or 3D model.  Figures and diagrams would also be helpful.

Quality, Testing and Benchmarking

In this section, you would discuss other past solutions (existing ones on the market) to your particular design problem.  If you use pictures or figures from existing designs, make sure that you make the appropriate reference.  You would also add in any shortcomings of other designs and then start to talk up your proposal.  Explain why your proposal will be better and how you will measure or quantify that your eventual design is better.

Project Stages and Milestones
Here you would give an approximate timeline of how you expect the project to progress through the 13 week term.  Please review the course outline as a number of stages and milestones have been pre-defined for you:

Project time line






last day of week 2

Defining team member responsibilities



last day of week 3

Interim report







Friday of week 6

Preliminary design drawings/flowcharts



last day of week 8

Final engineering report





Friday of week 12

Conference paper






Friday of week 12

Conference presentation





last week of exams

You might want to add other milestones that you think are important.  Things such as deadlines for design sketches, sourcing of “off-the-self” parts, detail drawings and list of parts would also be important.  Essentially, you are trying to impress the client how you are going to get the design project done within the limited time period.  It also demonstrates how good of a manager you are in keeping on top of the project.

Deliverables at the End of the Project
In this section you would explain exactly what you will deliver to the client.  Basically, it would be the bill of goods that your team will deliver.  This might include, detailed drawings, list of materials, engineering report, stress analysis, etc.  Obviously, the more you promise to deliver, the better your bid will look.  However, keep in mind that his page may come back to haunt you at the end of the term when its time to deliver what you promised.
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