Technical Writing Portfolio
Three realistic samples for the future Space to Be Great brand. These documents demonstrate how I organize operational information for volunteers, nonprofit staff, communications teams, and reviewers.


Technical Sample 1
Space to Be Great Volunteer Onboarding Guide
Document status: Realistic portfolio sample for a future program. Leadership should review all screening, insurance, safety, accessibility, emergency, and reporting requirements before using it operationally.
Audience and purpose: Volunteers supporting youth workshops, adult writing workshops, and community creative events. The guide provides one clear starting point for safe, respectful, and consistent service.
Role boundaries
Space to Be Great is designed as a creative-development brand where people can write, make, share, and build confidence. Volunteers help create the conditions for that work. They do not replace instructors, counselors, security staff, medical professionals, or program leadership.
	Volunteers do
	Volunteers do not
	When unsure

	Welcome participants, prepare materials, support activities, model respectful behavior, and report concerns.
	Promise outcomes, provide private counseling, transport participants, post participant information, or change program rules.
	Pause, keep the participant in a safe public setting, and contact the program coordinator.



Shared service standards
Arrive on time, sign in, and remain for the agreed shift unless the coordinator releases you.
Use people’s stated names and pronouns. Do not make assumptions about identity, ability, family structure, income, or experience.
Keep feedback specific and encouraging. Comment on the work or behavior, not the person’s worth or talent.
Protect privacy. Discuss participant information only with staff who need it to support the program.
Keep relationships professional. Do not exchange private contact information, money, rides, or promises with participants.
Before the first shift
1. Complete the application, screening, orientation, and assignment-specific training required for the role.
2. Confirm the location, arrival time, dress guidance, accessibility needs, supervisor, and expected end time.
3. Review the lesson plan or event brief and identify the goal, audience, supplies, room setup, and escalation route.
4. Tell the coordinator about any accommodation, schedule, or role limitation early enough to plan support.


Safety privacy, and communication
Safeguarding children and teens
Use visible, program-approved spaces and follow the supervision plan established for the event. Avoid one-on-one isolation, private messaging, physical discipline, secret-keeping, or contact outside the program. If a young person shares a concern, listen calmly, do not investigate, do not promise secrecy, record only factual details, and report immediately through the approved route.
Urgent safety rule: Call 911 for immediate danger or a medical emergency. For suspected child abuse or neglect in Maryland, follow current state requirements and the organization’s approved reporting procedure. Notifying a supervisor may not replace an individual legal reporting duty.
Privacy photos and stories
Do not photograph, record, livestream, tag, or identify participants unless staff confirm documented permission for that specific use.
Do not store rosters, contact details, incident notes, or participant work on a personal device unless an approved process requires it.
Return records to staff before leaving and never keep copies for a portfolio or social post.
Accessible communication
Ask what support is useful instead of guessing. Speak to the participant directly.
Offer instructions in more than one form when possible: spoken, written, demonstrated, or visual.
Use plain language, short steps, readable type, captions or transcripts, and time for questions.
Report access barriers to the coordinator instead of improvising a risky workaround.
Assignment guide
	Assignment
	Before and during
	Closeout

	Youth workshop
	Confirm check-in, authorized pickup, supervision zones, restroom procedures, and age-appropriate materials. Use visible spaces and follow facilitator directions.
	Count materials, report concerns, and release youth only through the approved process.

	Adult writing workshop
	Prepare accessible seating and handouts. Treat writing as private unless the writer chooses to share. Use the facilitator’s feedback method.
	Collect materials and anonymous evaluations. Report access or facility concerns.

	Community event
	Learn entrances, exits, first aid, accessibility routes, and the staff meeting point. Stay at the assigned station and give only confirmed information.
	Clear the station, report lost items or incidents, return equipment, and sign out.





Volunteer shift procedure
1. Sign in, store belongings, meet the lead, and identify the backup contact.
2. Check the space, supplies, accessibility route, emergency exits, participant needs, and schedule changes.
3. Stay present, keep walkways clear, use respectful factual language, and escalate concerns promptly.
4. Return materials and records, report incidents or shortages, complete sign-out, and protect participant information after the shift.
Quick decision guide
	Situation
	First action
	Next action

	Immediate danger or medical emergency
	Call 911 and alert staff.
	Follow the site emergency plan.

	Suspected abuse or neglect
	Ensure immediate safety; do not investigate.
	Follow current reporting law and the approved reporting route.

	Participant conflict
	Stay calm and create space.
	Contact the lead and document observable facts if requested.

	Access barrier
	Ask what support is needed.
	Notify the coordinator and use an approved accessible option.

	Photo or media request
	Pause the request.
	Get staff confirmation of permission before recording.



Readiness checklist
☐ Application, screening, orientation, and assignment training are complete.
☐ Role, schedule, location, supervisor, accessibility route, and emergency process are understood.
☐ Youth-safety boundaries and reporting duties are understood when serving minors.
☐ Privacy, media, communication, and accessibility expectations are understood.
☐ The volunteer knows how to report an absence, incident, concern, or accommodation need.


Technical Sample 2
Grant Readiness and Donor Communication Guide
Document status: Realistic internal portfolio sample. It is not legal, tax, or accounting advice. Staff must follow the funder agreement and approved organizational policies.
Audience and purpose: Small nonprofit staff preparing grant applications and communicating with donors or funders after an award. The guide reduces missing information, conflicting facts, and preventable compliance errors.
Roles and responsibilities
	Role
	Responsibility

	Grant lead
	Owns the schedule, requirement checklist, narrative assembly, submission record, and funder correspondence.

	Program lead
	Confirms the need, activities, audience, schedule, outcomes, and source records for program claims.

	Finance reviewer
	Builds or verifies the project budget, budget explanation, allowable costs, and financial attachments.

	Authorized approver
	Confirms organizational commitments and gives final permission to submit or accept an award.



Grant readiness file
Current mission statement, organizational description, program description, and documented community need.
Leadership biographies, board list, staffing plan, partner roles, and approved organizational boilerplate.
Operating budget, project budget, budget explanation, financial statements, and required registration documents.
Recent outcomes, participation totals, evaluation methods, testimonials with permission, and supporting source records.
Prior funder list, partnership letters, approved media, and current policies requested by likely funders.


Opportunity fit screen
	Question
	Proceed when
	Stop or clarify when

	Eligibility
	The organization, location, program, and applicant type meet every stated rule.
	Any required eligibility point is missing or uncertain.

	Purpose
	The proposed project directly supports the funder’s stated priorities.
	The project must be reshaped mainly to chase funding.

	Capacity
	Staff can deliver, measure, and report the promised work during the award period.
	The schedule, staffing, or data collection cannot be supported.

	Budget
	The request and match, if any, are realistic and use allowable costs.
	A cost is prohibited, unsupported, or dependent on unconfirmed funds.



Application procedure
1. Read the complete funding notice and record the deadline, time zone, eligibility, award range, attachments, review criteria, and submission method.
2. Create a requirement checklist using the funder’s exact headings. Assign one owner and internal due date to each item.
3. Build the project logic: documented need, target audience, activities, schedule, outputs, outcomes, evaluation, and budget.
4. Draft the narrative and budget from the same approved facts. Mark estimates and track the source for every number or claim.
5. Review for compliance first, then clarity, consistency, tone, grammar, formatting, and file requirements.
6. Obtain final approval from the authorized leader. Submit early enough to address a technical problem.
7. Save the final application, attachments, confirmation, login owner, correspondence, and reporting dates in the shared file.


Pre-submission quality review
	Review area
	Verification question

	Compliance
	Does every response, attachment, format, word limit, signature, and deadline meet the instructions?

	Consistency
	Do the narrative, budget, timeline, staffing, outcomes, and attachments use the same names and facts?

	Evidence
	Can each factual or numerical claim be traced to a current source record?

	Clarity
	Can a reviewer understand the need, plan, people served, expected result, and use of funds without guessing?

	Privacy
	Are stories, images, and participant details used only with permission and necessary protection?

	Authorization
	Has the correct leader approved every commitment before submission?



After an award
1. Read the award notice and agreement before announcing the grant. Confirm acceptance steps, restrictions, reporting dates, and publicity rules.
2. Create an award record with the approved budget, project owner, measures, reporting calendar, and required acknowledgments.
3. Acknowledge the funder accurately. Use the funder’s preferred name and do not imply support beyond the approved purpose.
4. Track expenses, activities, participation, outcomes, changes, and supporting records throughout the award period.
5. Request permission before making a material change when the agreement requires it. Report setbacks honestly and explain corrective action.
6. Submit reports on time and archive the report, attachments, approval, and confirmation with the original application.


Donor communication pattern
Acknowledge: Name the gift or award, the approved purpose, and any required recognition language.
Connect: Explain the program activity and the people or community served without exposing private information.
Show: Share verified progress, outputs, outcomes, and an approved story or example when available.
Account: Describe how funds were used, note material changes, and identify the next reporting or engagement step.
Frequently asked questions
Can one proposal be reused? You may reuse approved background language, but every application must address the current funder’s exact priorities and requirements.
What if a number is not final? Label it as an estimate, identify the source or method, and replace it before submission when the application requires a final value.
Who may promise a result? Only an authorized person may approve organizational commitments. Writers should not invent outcomes, partnerships, staffing, or matching funds.


Technical Sample 3
Social Media Content Review and Publishing Procedure
Document status: Realistic internal portfolio sample for a small creative or nonprofit organization. Leadership should adapt the roles, systems, retention schedule, and crisis process before use.
Audience and purpose: Staff or contractors who create, review, approve, publish, correct, and archive program announcements, event coverage, donor acknowledgments, volunteer updates, and participant stories.
Roles
	Role
	Responsibility

	Content writer
	Defines the audience and action, drafts the copy, lists sources, and prepares accessible media text.

	Program owner
	Verifies names, dates, prices, locations, program facts, permissions, and links.

	Approver
	Checks tone, privacy, accessibility, risk, brand alignment, and readiness to publish.

	Publisher
	Schedules or posts the approved version, checks the live result, and records the final URL.



Required content record
Platform, audience, objective, owner, due date, publish date and time, call to action, and current status.
Final copy, source links, media filename, alt text or transcript, permission record, and review history.
Approver name and date, published URL, correction history, performance notes, and archive location.
Publishing workflow
1. Open a content record and define the platform, audience, objective, call to action, owner, and publish date.
2. Draft in plain language. Put the main information first and follow current platform limits.
3. Add the approved image or video, caption, alt text or transcript, source links, and permission record.
4. Ask the program owner to verify every factual detail. Correct the draft and record the review date.
5. Send the revised post to the approver. Do not publish content marked pending, rejected, or incomplete.
6. Publish or schedule the approved version. Test links and inspect the live post for cropping, spacing, captions, and errors.
7. Save the final copy, media file, approval, publish date, and public URL in the content record.
8. Correct a material error promptly and record what changed, when, why, and who approved the correction.


Required review checks
	Check
	Standard

	Accuracy
	Names, dates, locations, prices, statistics, quotations, and links match approved sources.

	Permission
	The organization has the right and documented permission to use the text, image, video, music, and testimonial.

	Privacy
	The post does not expose private participant, volunteer, donor, staff, or location information.

	Accessibility
	Images have useful alt text, videos have captions or transcripts, hashtags use readable capitalization, and essential meaning is not conveyed only by color.

	Tone
	The wording is respectful, specific, audience-appropriate, and consistent with the approved voice.

	Action
	The reader can understand what to do next, and the link or contact route works.



Alt text quick guide
Describe the information the image contributes in the context of the post, not every visible detail.
Identify people only when approved and necessary. Avoid guessing identity, disability, emotion, gender, or race.
Include meaningful words that appear in an event flyer in the post copy or accessible description.
Mark decorative images as decorative when the platform supports it instead of repeating nearby text.
Approval rules
	Content type
	Minimum approval

	Routine reminder or approved event update
	Program owner and assigned approver.

	Participant story, testimonial, or identifiable image
	Program owner, permission verification, and assigned approver.

	Donor or sponsor acknowledgment
	Program owner and the staff member responsible for donor or partnership terms.

	Sensitive incident, complaint, legal issue, or emergency
	Do not use the routine workflow. Escalate to the authorized leader and crisis process.



Correction procedure
1. Capture the live post and notify the program owner or approver.
2. Assess whether to edit, hide, or remove the post based on accuracy, privacy, harm, and platform limitations.
3. Publish the approved correction or replacement. Do not quietly alter a material fact when transparency is needed.
4. Record the original issue, action, time, approver, corrected URL, and any follow-up.
5. Update the checklist or source process if the error reveals a repeatable gap.
Frequently asked questions
What counts as approval? A dated approval from the assigned approver in the organization’s chosen system. Silence is not approval.
Can an urgent post skip review? Only an authorized leader may activate an emergency process. Accuracy, privacy, permission, and accessibility checks still apply.
What if a link changes after scheduling? Update the draft, test the new link, and record the change before publication.
What if someone asks to remove an image? Pause distribution, notify the program owner, follow the approved consent process, and document the request and response.
Content approval record
	Record field
	Entry

	Content title and owner
	

	Platform and planned publish date
	

	Audience objective and call to action
	

	Source links and media permission record
	

	Alt text captions or transcript location
	

	Program review approval date and live URL
	






