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PROPOSED TECHNICAL & PROCEDURE WRITING PROJECT
In Support of Small Business Expansion & Executive Freedom
Note:

To provide presentation continuity to the proposal, Samples of Previous Work
are listed near the end of this document (with online links in most cases).
Further samples may be found at http://www.standardtech.biz.

A. The Purpose of this Document:
To illustrate how the Organizational and Technical Communications Services
available from the Organizational Consultant can greatly help your business expand
while simultaneously freeing up executive time for higher level activities.
B. Situation(s) Addressed by the Proposed Project:
In order to accelerate business expansion within the limited executive and
personnel resources of a small business, one must organize.
This includes not only the enterprise itself, but its policies, procedures, and overall
“Knowledge Base”, defined here as the sum total of all the company’s technical and
“how to do it” knowledge.
With only so many hours and executive “attention units” available per day,
especially within a busy, relatively new enterprise, accomplishing the above when
and how needed is often impossible.
Yet to not do these actions or to delay them too long is to limit expansion and
endanger the future of the enterprise.
Even if your company is already stable, fairly well organized, and growing steadily,
the amount of executive time and attention it takes to maintain this condition over a
long period can be quite taxing to the organization. Very often senior managers
end up spending most of their time handling day-to-day matters rather than
focusing on the long term strategic planning necessary to ensure the company’s
future.
And this is at a “steady”, gradual level of expansion. Imagine if your company had
to expand 3 to 5 times faster to meet market demands and competition?
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C. Project Scope:
The general idea here is to “gear up” your business to be able to EXPAND in a fast
and efficient, yet stable manner.
The principles and techniques employed are so fundamental and well-researched
that their results are independent of market or economic conditions.
The ideal scene is that both the company structure and its entire “knowledge
base” be well planned, researched out, and fully organized.
The organization of the company structure involves working up an “Organizing
Board”, a chart or table that shows every post and position within your company,
setup in such a way as to illustrate the productive, operational divisions,
departments, sections, and individual units or groups within the enterprise.
This is not just one of those traditional “hierarchical org-charts” we see all the time.
Rather, each division, department, section and unit is tailored to the products and
services your company provides, and totally geared to the “flows”, controls and
actions that go into producing and delivering these products and services.
From this Org Board, each and every post, position and “HAT” – the duties of
one’s post or position, complete with all the knowledge and “how to” procedures it
takes to do one’s job – can be fully defined, not only as itself but also as it relates
and interacts with every other post, position, and hat within the entire company.
The organization of the company’s “knowledge base” involves researching,
defining, writing, piloting, revising, categorizing, publishing and drilling with staff all
the policies and procedures of the company – including the knowledge and “how to”
actions required to “wear” every hat defined within the company.
The overall classification and internal publication of these write-ups, to make them
available to all staff who need them, can be done on paper, online, or both –
whatever suits the company’s requirements, resources and budget.
By organizing these two key areas of your endeavor – the company structure and
its entire “knowledge base” – you then accomplish the following:
(a)

Personnel resource planning can be done much faster and more accurately,
because all the key posts, positions and hats are already fully defined,
including what knowledge and competencies are necessary to “wear” each
hat.

(b)

These same reasons also make recruiting and hiring much easier, with a
greater chance in each case that the right person will be hired for the job.

(c)

New recruits can then be oriented and trained much more efficiently and
effectively, and will become productive and stable in a shorter period of time.

WTY -- Small Business Expansion Project 001

Page 2

(d)

With all general staff, junior and middle-managers fully “hatted” -- trained and
drilled to do their jobs properly -- and now “wearing their hats”, the senior
executives of the company now spend much less time handling emergencies
and dealing with day-to-day decisions, thus freeing them up to do their real
jobs – performing long range and strategic planning, and making high level
decisions.

(e)

All the above combine to result in greatly accelerated, yet stable EXPANSION!

An additional advantage to completing the above steps, is that when major
adjustments to the organization are necessary due to the “rigors” of doing business
in a constantly changing and often “volatile” modern world, these can be evaluated,
planned, and accomplished with a minimum of disruption to the organization.

D. Important Note -- The Organizational Consultant’s “Viewpoint”:
It should be noted at this point that no attention has been paid (nor will be) to the
practice of “downsizing” and laying off personnel. This is because such actions, in
the view of the this Consultant, are not part of an “expansion viewpoint”.
This Organizational Consultant has been a working professional for over 30 years,
with 23 years in the business world, and 14 of that in a “start-up” environment. This
includes over 10 years as a successful technical manager.
Per all training ever received, on the job or formal, and going by all the experience
gained as covered above, the idea of downsizing and laying-off staff has always
been considered a “last resort”, the act of desperate managers to prevent going out
of business entirely.
Contrast this with what senior executives with an “expansion viewpoint” would
recommend during times of slow business or general economic downturn:
Among other survival strategies, a series of “all-hands” actions would be
implemented, manned especially from areas with little or no work, with the express
purpose to dive in and greatly assist the Marketing and Sales departments in
driving in new business.
In this Consultant’s experience -- which has seen many instances of such situations
and economies -- the above actions always worked, prevented loss of valuable
personnel, and in every case resulted in a fantastic business boom following the
“down” period.
That is the “expansion viewpoint”, the only viewpoint this Consultant will ever take
when helping your business activities to organize and succeed.
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E.

Summary of the Major Actions of the Proposed Project:
In order to accomplish the goals and results described above, following are the
broad, major actions that the Organizational Consultant would perform:
1.

As a first action, the senior executives who would be involved in overseeing
the organizational efforts of the company, would be interviewed to determine
exactly what services are needed and wanted.

2.

It would be highly recommended that an Organizing Board, as described
above, be researched and a pilot version implemented. If the senior executives
of the company truly felt that this service was not needed at this time, then we
would skip to the next step. Otherwise, we would proceed as follows:
(a)

After detailed research and interviews, the new Organizing Board would
be constructed, then issued to all senior executives for evaluation and
review.

(b)

This “pilot” version, after input from the senior executives, would be
adjusted as necessary, then published broadly within the company to all
staff.

(c)

The Organizational Consultant / Tech Writer would then compose one or
more "staff orientation" issues, briefing both existing staff and all new
hires on the new Org Board, its theory and structure.

(d)

It would then be the responsibility of applicable senior executives to see
that all staff study these issues. In support of this effort, the
Organizational Consultant would assist the company in clearing up any
misunderstoods encountered by the staff and to answer questions posed
to everyone’s satisfaction.
The goal is that every staff member duplicates and fully understands the
new Org Board, then becomes very aware of how their post, position or
hat relates to, interacts with, and effects all others within the company.

The Org Board should be published in a way that makes it VERY visible to
staff. Minimally, there should be a very large, “wall” version, placed in a
central location accessible to all staff.
Other copies could be made available, either on paper only, or possibly online
via the company’s internal network or intranet.
Below under Samples of Previous Work is a link to an online display copy of
an Organizing Board.
3.

The next major action by the Organizational Consultant would be to address
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the company’s “core” policies and procedures.
This would involve interviews, research, writing, editing, publication and
distribution (paper, online or both).
If the company already has their “core” policies and procedures fairly well
organized and complete, then this step could either be skipped entirely, or
might involve only modification and editing, as the company sees fit.
Examples of previously written and edited core policies & procedures may be
found below under “Samples of Previous Work”.
4.

With all company “core” policies and procedures in place and readily available
to all staff, the next recommended step is to implement staff study programs,
including staff training policies, procedures, and tools, so that all staff know
and uniformly apply standard company policy and procedure.
The Organizational Consultant is skilled in the implementation of self-paced
learning programs, including the use of the new Study Technology endorsed
by Applied Scholastics International and employed by the Delphian School, the
most advanced and successful pre-college school on the planet.
These modern techniques, although highly advanced, are extremely simple to
use, easy to learn, and uniformly effective on people of all backgrounds and
educational levels. This ensures faster and more accurate staff training.
Besides incorporating these techniques when writing policies and procedures,
the Organizational Consultant can quickly set up complete sets of training
materials and courseware that employ this new “Study Tech”, either for paper
or online delivery, or both.

5.

At this point the company would have its complete structure and standard
“core” policies and procedures defined, well organized, and published, with
staff study and briefing programs operational to see that all staff know and use
these tools.
Just by achieving this alone, your enterprise is now way ahead of at least half
of the start-up, small and mid-sized businesses out there.
Now we want to move into the divisions, departments, sections and individual
units and groups.
For each area, we would work together to define, standardize, fully write-up,
train and groove-in the various individual and group policies and “how to
do it” procedures used by every post, position, and “hat” defined within your
organization.
Obviously, this could be a lengthy and expensive process, especially if it had
never been done before to any great extent throughout the entire enterprise.
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The Organizational Consultant is trained and very experienced in doing exactly
this type of process, and would be able to save your company a considerable
amount of time and expense.
Please contact the Organizational Consultant at williamtyoung@sbcglobal.net
for more detail on this aspect of the proposed service.

F.

Samples of Previous Work:
The approach and procedures described in this project proposal are based
primarily on work performed in the mid-late 1990’s for a small company, KEOS Inc.
(http://www.keosinc.com), based on Long Island just outside of New York City.
Since the time when the original work was done for them, KEOS has expanded
from a struggling start-up in a garage to the 3rd largest business in their class on
Long Island. While their competitors are laying off employees and some even in
danger of going out of business, KEOS is steadily growing, providing incentives and
holiday bonuses to their employees, and more stable than ever.
Their founder and president attributes their success directly to the advanced
management and study technologies employed and the work performed by this
Organizational Consultant.
Listed below are various samples of previous work, in the context of this project
proposal. Most samples are taken from items published at KEOS Inc., since the
work performed for them was used as a “model” for this project.
However, near the end of the list are samples relating to the design, organization
and publication of a “Knowledge Base” as an online “Reference Library”, which
was done after the KEOS work, this time for a group within a large corporation.
1.

The Organizing Board for KEOS Inc.
The samples listed and described below are taken from the original Org Board
setup for KEOS around 1995. Although the company since then has expanded
considerably in number of staff and functions, the basic structure is the same.
The overall Seven-Division Organizing Board for KEOS, Inc. may be viewed
and/or printed from the following link:
http://www.standardtech.biz/KEOS_ORG_BD.htm
Details of each Division may be viewed by clicking in the box for that Division.
Each divisional detail view is in Adobe PDF, and may be printed.
The original copy of this Org Board was one large diagram, with the divisional
detail shown right under the division titles and manager names.
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The standard method of constructing this type of Org Board is to make it a very
large wall version, available to all staff for easy lookup and regular drilling,
which was how it was setup at KEOS, Inc., with smaller, “one-division detail”
copies created later on once the content of the original had “settled down”.
The Production Division (4) of KEOS (1995) may be viewed and/or printed from
the following link: http://www.standardtech.biz/KEOS_ORG_BD_DIV4.pdf
Although the basic department structure is defined per the 21 Departments of
the standard Seven Division Organizing Board (see Source References below),
the sections, units, groups and individual positions are tailored to fit the specific
products and services that a company offers.
A section of the main advertising brochure used by KEOS at that time, may be
viewed and/or printed from the following link:
http://www.standardtech.biz/KEOS2.jpg
If you compare the product and service categories on the brochure (such as
writing & editing, graphic design, data, printing, mailing, etc.), you should be
able to find the corresponding production and service units within Production
Division (4) of the KEOS Organizing Board.
The methods used here are based upon theory and techniques described in the
“Organizing Series” articles within the Management Series Volumes, part of a
larger body of knowledge called the Organization Executive Course, the most
advanced management technology in the world (see Source References).
2.

“Staff Orientation” Materials written for KEOS, Inc.
Once the new Organizing Board was in place at KEOS, the next major action
was to create study materials to get their current staff and future new hires fully
briefed and very clear on (a) what KEOS does, and (b) how they are organized.
First, a new issue, “An Introduction to KEOS”, was written and distributed to
all staff. A printable online copy may be viewed at:
http://www.standardtech.biz/KEOS1M1.pdf
This issue was meant to be read while looking over the company’s main
brochure, which listed and summarized all the products and services offered by
KEOS at that time. Online display copies (of each side of the printed original)
may be viewed at the following two links:
http://www.standardtech.biz/KEOS1.jpg
http://www.standardtech.biz/KEOS2.jpg
To aid the staff member or new hire to get the full benefit of these materials, a
self-paced study checksheet, entitled “The KEOS Staff Intro Checksheet”,
was written. A printable online copy may be viewed at:
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http://www.standardtech.biz/KEOS1C.pdf
Next, another new issue, “How KEOS is Organized”, was written and
distributed to all staff. A printable online copy may be viewed at:
http://www.standardtech.biz/KEOS2M1.pdf
This issue was meant to be read with the KEOS Organizing Board handy, and
summarizes how the company’s organization affects each staff member’s post
duties and interaction with other staff and clients.
Again, to aid the staff member or new hire, a self-paced study checksheet,
entitled “The Basic KEOS Organizing Board Checksheet”, was written. A
printable online copy may be viewed at:
http://www.standardtech.biz/KEOS2C.pdf
Besides taking the staff member or new hire through the new issue and the
KEOS Org Board, the checksheet also has the student take a physical tour
through KEOS to check out the actual work places for the key Divisions.
3.

Production Division (4) “Core Procedure” Issues written for KEOS, Inc.
An online Table of Contents with links to some of the “core” procedures
written for Production Division (4) of KEOS, Inc., may be viewed at the following
link: http://www.standardtech.biz/KEOS_RL_DV4_CONTENTS.html
These issues were written for paper publication, and the online samples have
been presented in their original printable form using Adobe PDF.
Note…
While looking over some of the sample issues, please understand that these
procedures had to be learned by all Production Division staff at KEOS. Their
training, background and literacy level covered a wide range, from the high end
of writers, editors and graphic designers, on down the scale to minimum wage
mailroom workers, some of whom never graduated high school.
That is why, to an educated reader such as a business executive like yourself,
some of the explanations seem too long, with definitions oversimplified, etc.
The key here is: Did these procedure issues get consistent results?
According to the Founder and President of KEOS, Inc., they did exactly that,
and the company is still using them today to train Production Division hires.

4.

Online Reference Library (Knowledge Base) for Pitney Bowes:
During 2000 and 2001, the Organizational Consultant conceived, designed, and
implemented an online "Reference Library" (Knowledge Base) for technical
staff at Pitney Bowes, available through their desktop browsers.
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Comprised of hundreds of individual reference documents, this “REFLIB” as we
called it, was successfully employed both as a day-to-day lookup tool and as a
set of training materials for new hires.
However, since 99% of the materials included in this work are company
confidential (including some of the trade names in links on the library’s “home
page”), no direct copies of this library content can be shown as samples.
To provide samples of the “information organization” and internal reference
“web design” techniques employed at Pitney, permission was obtained from
the President of KEOS, Inc. to display their original paper-based references in
online format, as an organized whole similar to the work done at Pitney Bowes.
The following link points to a sample of an internal web-formatted “home page”
for an online “Reference Library” (Knowledge Base), very similar in format to
the one designed for Pitney Bowes:
http://www.standardtech.biz/KEOS_RL_DV4.html
As you can see from looking at the “home” and “Table of Contents” pages, this
“internal web site” looks as if it was originally put together for KEOS Inc., in
particular for their Production Division.
In actuality, it represents the “information organizing” and “internal online
reference design” techniques employed by the Organizational Consultant when
creating the original “REFLIB” for a group within the Information Technology
Services division of Pitney Bowes.
The idea is that each major division or department (or departmental “group” in a
very large corporation like Pitney) would have their own specialized online
“Reference Library”. Then a company-wide network would link all the libraries,
and also provide a broad “master” library for company-wide knowledge.
Another variation of the above format may be viewed at:
http://www.standardtech.biz/REF_PRO_GEN_0.html
This is more for one department or division within a major “business unit” of a
large, international corporation such as Pitney Bowes.
5.

Online Glossary with Basic Computer and Finance Terms:
A sample of an online Glossary for business people may be viewed at the
following link: http://www.standardtech.biz/REF_PRO_GEN_0G.html
The above sample was taken from a general computer and finance glossary
compiled by the Organizational Consultant, who designed the format and flow,
researched all the definitions, and edited all content and references to ensure
that it could be easily understood by business personnel of all levels of training
and experience, even beginners.

WTY -- Small Business Expansion Project 001

Page 9

Source References for Management and Study Technologies:
“The Basics of Organization” Pamphlet ElearnAid.com:
http://www.elearnaid.com/businesshowto.html
“The Management Series” Volumes

ElearnAid.com:
http://www.elearnaid.com/mansercdrom.html

“Small Business” Management

ElearnAid.com:
http://www.elearnaid.com/smalbusman.html

Basic “Study Technology” Books

ElearnAid.com:
http://www.elearnaid.com/studyguides.html

This proposal document and all online samples:
Copyright © 2004-2006 by William T. Young, all rights reserved.

WTY -- Small Business Expansion Project 001

Page 10

