
Terri L. Grier 
123 My Street 
My Town, My State 12345 
 
Leslie R. Mateer 
Penn State University 
Department of English 
University Park, , PA 16802 
 
Dear Ms. Mateer: 
 
I am seeking your approval to proceed with research and development of a data management process 
that would eliminate errors and accelerate turn-around time for EMG Corp clients. The final report will 
be presented to the Chief of Operations and the Senior Engineer.  This letter will provide background, a 
statement of the problem, why it matters, proposed research plan with a schedule and qualifications 
that are applicatory to successfully completing this project.  

Background 

EMG Corp is an engineering firm located in Maryland, which collects data and creates reports for capital 
planning and project management across the United States.  Currently a project will have thousands of 
lines of data that must be sorted, scrubbed and analyzed before being presented to a client as a final 
report. Since an engineer will typically manage 25 projects a week, this results in an average of five 
thousand lines of data being captured and sent to an engineer daily. I supervise 10 engineers that are 
working on projects, which calculates to approximately 250 projects a week, and this generates over 50 
thousand lines of data streaming into our system daily.  

Statement of the Problem 

The problem is that data is collected by a project manager in the field using one system, iOS/iPad, and 
then transferred for analysis to the engineer who is using another system, a Windows based/Excel 
spreadsheet. The two systems are not compatible and this generates inaccurate results and disrupts 
project timelines by as much as 30%. The holes created when these two systems do not communicate 
completely must be located manually, by searching thousands of lines of data every day, to find errors 
and repair them.   

Why It Matters 

This is important because the manual process takes valuable time and complicates the successful 
execution of our final product. Every opportunity to reduce turn-around time for reports translates into 
more clients receiving more reports, which means more business for EMG. This will be possible when we 
eliminate the corruption of data caused during conversion.  Engineers will be able to concentrate on 
analysis of results rather than spending time scrubbing the ever-growing mountain of data being 
collected daily.   

Research Methods 

My research will include exploring possible solutions to both front-end fixes (iOS), and back-end fixes 
(Windows). By talking with the senior engineer I plan to determine what processes may be combined or 
even eliminated while still maintaining the integrity of final reports.  I will research data management 
practices of other companies in the industry and review current software options seeking to save time 



by taking advantage of possible solutions already on the market.  Finally, I will interview the CEO to 
ascertain any budgetary constraints, to gain insight about scalability, and to understand his overall vision 
for current and future capabilities for data management. 

Schedule 

The following proposed schedule includes deadlines and research objectives for successfully completing 

this project within the given time period of 12 weeks. 

Oct 4 Revise “Project 2: Topic Approval Proposal”/ final draft due 

Receive topic approval 

Oct 11 Schedule meeting with Senior Engineer, Bill Champion 

Begin research on compatible systems for data collection/management 

Oct 18   Schedule interview with CEO, Nestor Benavides 

   Begin research on front-end verses back-end fixes 

Oct 25 Consolidate interview data, and research results 

Nov 1 Submit rough draft of Project 4: The Progress Report 

Nov 4    Complete two reviews of colleagues’ drafts reports 

   Share interview data with Senior Engineer and CEO 

Nov 8 Start draft of feasibility report 

Nov 15 Submit final of Project 4:  The Progress Report 

Nov 22   Begin a rough draft of Project 5: The Formal Analytical Report 

Dec 6   Complete draft of Project 5: The Formal Analytical Report 

Dec 9    Complete two reviews of colleagues’ drafts 

   Share draft report with Senior Engineer 

Dec 13   Submit final of Project 5: The Formal Analytical Report  

   Present analytical report findings to Senior Engineer and CEO 

 

Qualifications 

My experience in data management and database design coupled with my diverse work experience at 

EMG will allow me to articulate the issues that arise when data is corrupted or lost during conversion. 

Since I have worked on every aspect of our product, from creating proposals and executing contracts, to 

data collection and data review, which includes the actual production of the final reports, I am qualified 

to tackle the issues that are generated when volumes of data need to be scrubbed before we are able to 

meet project deadlines.  I have consistently been praised for accurately delivering reports on-time to our 

clients, and was recently promoted to team lead after designing and implementing changes that 

enhanced our overall team production by 5%. 

  



 

Conclusion 

This proposal will examine the options for improved data collection that will be designed to eliminate 

errors and improve our turnaround time for final reports at EMG. The problems associated with using 

two different platforms, one for collecting data and one for processing data, will only multiply as our 

data management needs increase.  Our competitors are providing quality reports to their clients faster, 

while we currently add two additional days to our final delivery specifically to deal with data scrubbing 

issues.  This new design could increase production and earn more business for EMG.  I request your 

approval for this project, and I look forward to receiving your response. Please contact me with any 

questions or concerns at tlg5350@psu.edu. 

 

Sincerely, 

Terri Grier 

Terri Grier 

EMG 

Production Team Lead 

 

mailto:tlg5350@psu.edu

