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How To Write A High-Impact Executive Summary
By Derek Jansen | January 2018

In this post, I’ll deconstruct the often-misunderstood executive summary and show you how to develop a high-impact executive summary for your assignment, research report or even your dissertation or thesis.
So, what is an executive summary?
An executive summary (sometimes called an abstract ) is quite simply a summary of summaries. In other words, an executive summary provides a concise summary of each of your assignment or report chapters/sections . More specifically, it should communicate the key points/insights/findings/suggestions from the following chapters:
	Introduction
	Recommendations
	Implementation (if applicable)
	Reflection (if applicable)

I’ll discuss which key points from each section need to be addressed a bit later. On a separate note – if you’re writing an executive summary for a dissertation or thesis, all of the concepts described in this post will still apply to you, however, you’ll include an additional paragraph about your methodology, and you’ll likely spend more word count discussing your analysis findings.
The 4 Important Attributes Of An Exec Summary
Before I discuss what goes into the executive summary, let’s quickly look at 4 attributes that make for a strong executive summary:
#1 – It should be able to stand alone.
The executive summary should be able to stand independently as an informative document . In other words, the reader should be able to grasp your broad argument without having to read the full document. Further reading should be purely for attaining more detail. Simply put, the executive summary should be a “Mini-Me” of the assignment.
This independence means that anything you write in the executive summary will need to be re-stated in the body of your assignment. A common mistake that students make is to introduce key points in the executive summary and then not discuss them again in the document – accordingly, the marker must view the main document as missing these key points. Simply put – make sure you discuss key points in both the executive summary and the main body . It will feel repetitive at times – this is normal.

#2 – It should be written for the intelligent layman.
When crafting your executive summary, its useful to keep the intelligent layman front of mind. What I mean by this is that you should write your summary assuming that your reader (i.e. the marker) will be intelligent but won’t be familiar with your topic and/or industry. This means that you should explain any technical concepts, avoid jargon and explain acronyms before using them.
#3 – It should be concise.
Typically, your executive summary should be a one-pager (one and a half pages at worst). To summarise a 3000 – 5000-word document into one page is no easy task, so you’ll need to:
	Present only the most important information (key insights, recommendations, etc).
	Write concisely – i.e. with brevity and completeness.

To the first point, I’ll explain what the “most important” information is for each chapter shortly. To the second point (writing concisely), there are various ways to do this, including:
	Using simple, straightforward language.
	Using the active voice.
	Removing bloaty adverbs and adjectives.
	Reducing prepositional phrases.
	Avoiding noun strings.

Does this sound like gibberish to you? Don’t worry! The Writing Center at the University of Wisconson-Madison provides a practical guide to writing more concisely, which you can download here.
On a related note, you typically would not include headings, citations or bulleted/numbered lists in your executive summary. These visual components tend to use a lot of space, which comes at a premium, as you know.
#4 – It should be written last.
Given that your executive summary is a summary of summaries, it needs to be written last , only once you’ve identified all your key insights, recommendations and so on. This probably sounds obvious, but many students start writing the summary first (potentially because of its position in the document) and then end up re-writing it multiple times, or they don’t rewrite it and consequently end up with an executive summary which is misaligned with the main document.
Simply put, you should leave this section until everything else is completed. Once your core body content is completed, you should read through the entire document again and create a bullet-point list of all the key points . From this list, you should then craft your executive summary . The approach will also help you identify gaps, contradictions and misalignments in your main document.

So, what goes into an executive summary?
Right, let’s get into the meat of it and consider what exactly should go into your executive summary. As I’ve mentioned, you need to present only the absolutely key point points from each of your chapters, but what does this mean exactly?
Each chapter will typically take the form of 1 paragraph (with no headings) in your executive summary. So, 5 chapters means 5 paragraphs. Naturally, some will be longer than others (let this be informed by the mark allocation), but assuming one page contains 500 words, you’re aiming for roughly 100 words per paragraph (assuming a 5-paragraph structure). See why conciseness is key!
Now, let’s look at what the key points are for each chapter in the case of a typical MBA assignment or report. In the case of a dissertation or thesis, the paragraph structure would still mimic the chapter structure – you’d just have more chapters, and therefore, more paragraphs.
Paragraph 1: Introduction
This paragraph should cover the following points:
	A very brief explanation of the business (what does it do, for whom and where?).
	Clear identification and explanation of the problem or opportunity that will be the focus of the assignment/report.
	A clear statement of the purpose of the assignment (i.e. what research questions will you seek to answer?).
	Brief mention of what data sources were utilised (i.e. secondary research) and any fieldwork undertaken (i.e. primary research ).

In other words, your first paragraph should introduce the business, the problem/opportunity to be addressed, why it’s important, and how you approached your analysis. This paragraph should make it clear to the reader what the assignment is all about at a broad level. Here’s a practical example:
This assignment focuses on ABC Ltd, a XXX business based in XXX, which provides XXX to XXX customers. To date, the firm has relied almost exclusively on XXX marketing channel. Consequently, ABC Ltd has little understanding of consumer segments, wants, and needs. This marketing channel is now under regulatory threat due to XXX.  The core challenge, therefore, is that whilst ABC Ltd seeks to grow its market share, it has little understanding of its market characteristics or competitive set, and its sole marketing channel under regulatory threat. Accordingly, the objective of this assignment is XXX. The assignment draws on survey, interview, and industry data.
Paragraph 2: Analysis and findings
In this paragraph, you should discuss the following:
	What exactly did you analyse? For example, you might have analysed the macro context (i.e. PESTLE analysis), followed by the meso (i.e. competitor or industry analysis) and then the micro (i.e. internal organisational analysis).
	What were your key findings in relation to the purpose of the assignment? For example, you may have identified 4 potential causes of a problem and would then state them.

In other words, your second paragraph should concisely explain what you analysed and what your main findings were . An example of this:
Segmentation analysis, consisting of macro, industry and firm-level analyses, revealed a strong segmentation variable in the form of XXX, with distinct needs in each segment. Macro analysis revealed XXX, while industry and firm-level analyses suggested XXX. Subsequently, three potential target segments were established, namely XXX, XXX and XXX.  These were then evaluated using the Directional Policy Matrix, and the results indicated XXX.
From a presentation perspective, you might structure this section as:
	Analysis 1, findings from analysis 1.
	Analysis 2, findings from analysis 2.
	Analysis 3, findings from analysis 3.

Importantly, you should only discuss the findings that are directly linked to the research questions (i.e. the purpose of the assignment) – don’t digress into interesting but less relevant findings. Given that the analysis chapter typically counts for a large proportion of marks, you could viably write 2-3 paragraphs for this. Be guided by the mark allocation.
Lastly, you should ensure that the findings you present here align well with the recommendations you’ll make in the next paragraph. Think about what your recommendations are, and, if necessary, reverse engineer this paragraph to create a strong link and logical flow from analysis to recommendations.

Paragraph 3: Recommendations
With the key findings from your analysis presented in the preceding paragraph, you should now discuss the following:
	What are your key recommendations?
	How do these solve the problems you found in your analysis?
	Were there any further conclusions?

Simply put, this paragraph (or two) should present the main recommendations and justify their use (i.e. explain how they resolve the key issue). As mentioned before, it’s critically important that your recommendations tightly align with (and resolve) the key issues that you identified in the analysis. An example:
Based on the Directional Policy Matrix analysis, it is recommended that the firm target XXX segment, because of XXX. On this basis, a positioning of XXX is proposed, as this aligns with the segment’s key needs. Furthermore, a provisional high-level marketing mix is proposed. The key aspects of the marketing mix include XXX, XXX and XXX, as these align with the firm’s positioning of XXX. By adopting these recommendations, the key issue of XXX will be resolved.
Also, note that (typically) the tone changes from past to present tense when you get to the recommendations section.
Paragraph 4: Implementation
If your assignment brief requires an implementation/project plan-type section, this paragraph will typically include the following points:
	Time requirements (how long will it take?)
	People requirements (what skills are needed and where do you find them?)
	Money requirements (what budget is required?)
	How will the project or change be managed? (i.e. project management plan)
	What risks exist and how will these be managed?

Depending on what level of detail is required by your assignment brief, you may need to present more, less or other details in this section. As always, be guided by the assignment brief.
A practical example:
A high-level implementation plan is proposed, including a stakeholder analysis, project plan and business case. Resource requirements are presented, detailing XXX, XXX and XXX requirements. A risk analysis is presented, revealing key risks including XXX, XXX and XXX. Risk management solutions are proposed, including XXX and XXX.  

Paragraph 5: Reflection
As with the implementation chapter, the need for a reflection chapter/section will vary between assignments and universities. If your assignment has this requirement, it’s typically good to cover the following points:
	What were your key learnings? What were your ah-ha moments?
	What has changed in the real world as a consequence of these learnings? I.e. how has your actual behaviour and approach to “X” changed, if any?
	What are the benefits and/or disadvantages of this change, if any?

This section is very personal, and so each person’s reflections will be different. Don’t take the above points as gospel.
Time to test it out.
Once you’ve written up your executive summary and feel confident that it’s in good shape, it’s time to test it out on an unsuspecting intelligent layman. This is a critically important step, since you, as the writer, are simply too close to the work to judge whether it all makes sense to a first-time reader. In fact, you are the least suitable person on the planet!
So, find someone who is not familiar with your assignment topic (and ideally, not familiar with your industry), and ask them to have a read through your executive summary. Friends and family will usually tell you its great, regardless of the quality, so you need to test them on their understanding. Do this by asking them to give the details back to you in their own words. Poke and prod – can they tell you what the key issues and recommendations were (in their own words!). You’ll quickly spot the gaps this way, and be able to flesh out any weak areas.
  Wrapping up.
In this post, I’ve discussed how to write the all too often undercooked executive summary. I’ve discussed some important attributes of a strong executive summary, as well as the contents that typically go into it. To recap on the key points:
The key attributes of a high-impact executive summary:
	It should be able to stand alone.
	It should be written for the intelligent layman.
	It should be concise.
	It should be written last.

The key contents of a high-impact executive summary:
Each paragraph should cover a chapter from the document. For example, In the case of a typical assignment, it would be something like:
	Summary of the introduction chapter.
	Summary of the analysis chapter.
	Summary of the recommendations and/or conclusions chapter.
	Depending – summary of the implementation and reflection.

Lastly, don’t forget to test out your executive summary on an unsuspecting layman or two. This is probably the most important step of them all!
If you have any questions or suggestions, we’d love to hear from you. Please get in touch here or leave a comment below.
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OASIS: Writing Center
Common assignments: executive summaries, basics of executive summaries.
Executive summaries are common in the Walden MBA program, but they are also found as part of some government and business documents. As a student, you should complete an executive summary when specifically requested to do so. An executive summary is a comprehensive review of a larger document. For example, a 35-page report may begin with a single-page executive summary all of the main information in the longer report. Any findings, conclusions, recommendations, or other details that appear in the larger document must be touched on in the executive summary. Readers should be able to read the executive summary alone and have a complete understanding of the larger document in its entirety.
How to Write an Executive Summary
It is important to meet all length and content expectations, so be sure to review the specific directions for your assignment. Also remember that the executive summary can only be written after the full-length document is complete.
Tips for completing the executive summary from Walden University (2013) include:
	List all of the main points in the same order in which they occur in the paper that you are summarizing.
	Take each point and turn it into a sentence.
	Add additional sentences to clarify or explain each point.
	Add a short introduction and a short conclusion. Include the name of the article, report, etc. and the author(s) in the introduction.
	Check grammar, spelling, and punctuation.
	Check for plagiarism.
	Read the summary slowly and carefully to make sure it covers all of the main points clearly, yet concisely. Also, check to be sure it is interesting. You want to catch your reader’s attention.
	Set it aside. Let some time pass and read it again. Often, you will catch items that you did not see the first time.

For academic writing, be sure to include appropriate citations and a reference. This is typically not part of a business executive summary but should be included for purposes of this program.
Walden University. (2013). How to write an executive summary [Course handout]. https://class.waldenu.edu
Executive Summary Versus Abstract
Like an executive summary, an abstract is a short summary of a larger text. Both executive summaries and abstracts are meant to capture the main ideas, findings, and conclusions of a longer document.  Executive summaries, however, tend to include more details than abstracts. An abstract includes enough information for readers to decide if they want to read the full-length document. Executive summaries must include enough information for readers to understand the full-length document without reading it.
Another difference between executive summaries and abstracts are the fields where they are used. Generally, executive summaries are common in business and government, while abstracts are more common in academia and at Walden, especially when seeking publication in a professional journal.
Didn't find what you need? Search our website or email us .
Read our website accessibility and accommodation statement .
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How to write an executive summary, with examples

The best way to do that is with an executive summary. If you’ve never written an executive summary, this article has all you need to know to plan, write, and share them with your team.
What is an executive summary?
An executive summary is an overview of a document. The length and scope of your executive summary will differ depending on the document it’s summarizing, but in general an executive summary can be anywhere from one to two pages long. In the document, you’ll want to share all of the information your readers and important stakeholders need to know.
Imagine it this way: if your high-level stakeholders were to only read your executive summary, would they have all of the information they need to succeed? If so, your summary has done its job.
You’ll often find executive summaries of:
Business cases
Project proposals
Research documents
Environmental studies
Market surveys
Project plans
In general, there are four parts to any executive summary:
Start with the problem or need the document is solving.
Outline the recommended solution.
Explain the solution’s value.
Wrap up with a conclusion about the importance of the work.
What is an executive summary in project management?
In project management, an executive summary is a way to bring clarity to cross-functional collaborators, team leadership, and project stakeholders . Think of it like a project’s “ elevator pitch ” for team members who don’t have the time or the need to dive into all of the project’s details.
The main difference between an executive summary in project management and a more traditional executive summary in a business plan is that the former should be created at the beginning of your project—whereas the latter should be created after you’ve written your business plan. For example, to write an executive summary of an environmental study, you would compile a report on the results and findings once your study was over. But for an executive summary in project management, you want to cover what the project is aiming to achieve and why those goals matter.
The same four parts apply to an executive summary in project management:
Start with the problem or need the project is solving.  Why is this project happening? What insight, customer feedback, product plan, or other need caused it to come to life?
Outline the recommended solution, or the project’s objectives.  How is the project going to solve the problem you established in the first part? What are the project goals and objectives?
Explain the solution’s value.  Once you’ve finished your project, what will happen? How will this improve and solve the problem you established in the first part?
Wrap up with a conclusion about the importance of the work.  This is another opportunity to reiterate why the problem is important, and why the project matters. It can also be helpful to reference your audience and how your solution will solve their problem. Finally, include any relevant next steps.
If you’ve never written an executive summary before, you might be curious about where it fits into other project management elements. Here’s how executive summaries stack up:
Executive summary vs. project plan
A  project plan  is a blueprint of the key elements your project will accomplish in order to hit your project goals and objectives. Project plans will include your goals, success metrics, stakeholders and roles, budget, milestones and deliverables, timeline and schedule, and communication plan .
An executive summary is a summary of the most important information in your project plan. Think of the absolutely crucial things your management team needs to know when they land in your project, before they even have a chance to look at the project plan—that’s your executive summary.
Executive summary vs. project overview
Project overviews and executive summaries often have similar elements—they both contain a summary of important project information. However, your project overview should be directly attached to your project. There should be a direct line of sight between your project and your project overview.
While you can include your executive summary in your project depending on what type of  project management tool  you use, it may also be a stand-alone document.
Executive summary vs. project objectives
Your executive summary should contain and expand upon your  project objectives  in the second part ( Outline the recommended solution, or the project’s objectives ). In addition to including your project objectives, your executive summary should also include why achieving your project objectives will add value, as well as provide details about how you’re going to get there.
The benefits of an executive summary
You may be asking: why should I write an executive summary for my project? Isn’t the project plan enough?
Well, like we mentioned earlier, not everyone has the time or need to dive into your project and see, from a glance, what the goals are and why they matter.  Work management tools  like Asana help you capture a lot of crucial information about a project, so you and your team have clarity on who’s doing what by when. Your executive summary is designed less for team members who are actively working on the project and more for stakeholders outside of the project who want quick insight and answers about why your project matters.
An effective executive summary gives stakeholders a big-picture view of the entire project and its important points—without requiring them to dive into all the details. Then, if they want more information, they can access the project plan or navigate through tasks in your work management tool.
How to write a great executive summary, with examples
Every executive summary has four parts. In order to write a great executive summary, follow this template. Then once you’ve written your executive summary, read it again to make sure it includes all of the key information your stakeholders need to know.
1. Start with the problem or need the project is solving
At the beginning of your executive summary, start by explaining why this document (and the project it represents) matter. Take some time to outline what the problem is, including any research or customer feedback you’ve gotten . Clarify how this problem is important and relevant to your customers, and why solving it matters.
For example, let’s imagine you work for a watch manufacturing company. Your project is to devise a simpler, cheaper watch that still appeals to luxury buyers while also targeting a new bracket of customers.
Example executive summary:
In recent customer feedback sessions, 52% of customers have expressed a need for a simpler and cheaper version of our product. In surveys of customers who have chosen competitor watches, price is mentioned 87% of the time. To best serve our existing customers, and to branch into new markets, we need to develop a series of watches that we can sell at an appropriate price point for this market.
2. Outline the recommended solution, or the project’s objectives
Now that you’ve outlined the problem, explain what your solution is. Unlike an abstract or outline, you should be  prescriptive  in your solution—that is to say, you should work to convince your readers that your solution is the right one. This is less of a brainstorming section and more of a place to support your recommended solution.
Because you’re creating your executive summary at the beginning of your project, it’s ok if you don’t have all of your deliverables and milestones mapped out. But this is your chance to describe, in broad strokes, what will happen during the project. If you need help formulating a high-level overview of your project’s main deliverables and timeline, consider creating a  project roadmap  before diving into your executive summary.
Continuing our example executive summary:
Our new watch series will begin at 20% cheaper than our current cheapest option, with the potential for 40%+ cheaper options depending on material and movement. In order to offer these prices, we will do the following:
Offer watches in new materials, including potentially silicone or wood
Use high-quality quartz movement instead of in-house automatic movement
Introduce customizable band options, with a focus on choice and flexibility over traditional luxury
Note that every watch will still be rigorously quality controlled in order to maintain the same world-class speed and precision of our current offerings.
3. Explain the solution’s value
At this point, you begin to get into more details about how your solution will impact and improve upon the problem you outlined in the beginning. What, if any, results do you expect? This is the section to include any relevant financial information, project risks, or potential benefits. You should also relate this project back to your company goals or  OKRs . How does this work map to your company objectives?
With new offerings that are between 20% and 40% cheaper than our current cheapest option, we expect to be able to break into the casual watch market, while still supporting our luxury brand. That will help us hit FY22’s Objective 3: Expanding the brand. These new offerings have the potential to bring in upwards of three million dollars in profits annually, which will help us hit FY22’s Objective 1: 7 million dollars in annual profit.
Early customer feedback sessions indicate that cheaper options will not impact the value or prestige of the luxury brand, though this is a risk that should be factored in during design. In order to mitigate that risk, the product marketing team will begin working on their go-to-market strategy six months before the launch.
4. Wrap up with a conclusion about the importance of the work
Now that you’ve shared all of this important information with executive stakeholders, this final section is your chance to guide their understanding of the impact and importance of this work on the organization. What, if anything, should they take away from your executive summary?
To round out our example executive summary:
Cheaper and varied offerings not only allow us to break into a new market—it will also expand our brand in a positive way. With the attention from these new offerings, plus the anticipated demand for cheaper watches, we expect to increase market share by 2% annually. For more information, read our  go-to-market strategy  and  customer feedback documentation .
Example of an executive summary
When you put it all together, this is what your executive summary might look like:

Common mistakes people make when writing executive summaries
You’re not going to become an executive summary-writing pro overnight, and that’s ok. As you get started, use the four-part template provided in this article as a guide. Then, as you continue to hone your executive summary writing skills, here are a few common pitfalls to avoid:
Avoid using jargon
Your executive summary is a document that anyone, from project contributors to executive stakeholders, should be able to read and understand. Remember that you’re much closer to the daily work and individual tasks than your stakeholders will be, so read your executive summary once over to make sure there’s no unnecessary jargon. Where you can, explain the jargon, or skip it all together.
Remember: this isn’t a full report
Your executive summary is just that—a summary. If you find yourself getting into the details of specific tasks, due dates, and attachments, try taking a step back and asking yourself if that information really belongs in your executive summary. Some details are important—you want your summary to be actionable and engaging. But keep in mind that the wealth of information in your project will be captured in your  work management tool , not your executive summary.
Make sure the summary can stand alone
You know this project inside and out, but your stakeholders won’t. Once you’ve written your executive summary, take a second look to make sure the summary can stand on its own. Is there any context your stakeholders need in order to understand the summary? If so, weave it into your executive summary, or consider linking out to it as additional information.
Always proofread
Your executive summary is a living document, and if you miss a typo you can always go back in and fix it. But it never hurts to proofread or send to a colleague for a fresh set of eyes.
In summary: an executive summary is a must-have
Executive summaries are a great way to get everyone up to date and on the same page about your project. If you have a lot of project stakeholders who need quick insight into what the project is solving and why it matters, an executive summary is the perfect way to give them the information they need.
For more tips about how to connect high-level strategy and plans to daily execution, read our article about strategic planning .
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An executive summary is a thorough overview of a research report or other type of document that synthesizes key points for its readers, saving them time and preparing them to understand the study's overall content. It is a separate, stand-alone document of sufficient detail and clarity to ensure that the reader can completely understand the contents of the main research study. An executive summary can be anywhere from 1-10 pages long depending on the length of the report, or it can be the summary of more than one document [e.g., papers submitted for a group project].
Bailey, Edward, P. The Plain English Approach to Business Writing . (New York: Oxford University Press, 1997), p. 73-80.
Importance of a Good Executive Summary
Although an executive summary is similar to an abstract in that they both summarize the contents of a research study, there are several key differences. With research abstracts, the author's recommendations are rarely included, or if they are, they are implicit rather than explicit. Recommendations are generally not stated in academic abstracts because scholars operate in a discursive environment, where debates, discussions, and dialogs are meant to precede the implementation of any new research findings. The conceptual nature of much academic writing also means that recommendations arising from the findings are distributed widely and not easily or usefully encapsulated. Executive summaries are used mainly when a research study has been developed for an organizational partner, funding entity, or other external group that participated in the research . In such cases, the research report and executive summary are often written for policy makers outside of academe, while abstracts are written for the academic community. Professors, therefore, assign the writing of executive summaries so students can practice synthesizing and writing about the contents of comprehensive research studies for external stakeholder groups.
When preparing to write, keep in mind that:
	An executive summary is not an abstract.
	An executive summary is not an introduction.
	An executive summary is not a preface.
	An executive summary is not a random collection of highlights.

Christensen, Jay. Executive Summaries Complete The Report. California State University Northridge; Clayton, John. "Writing an Executive Summary that Means Business." Harvard Management Communication Letter (July 2003): 2-4; Keller, Chuck. "Stay Healthy with a Winning Executive Summary." Technical Communication 41 (1994): 511-517; Murphy, Herta A., Herbert W. Hildebrandt, and Jane P. Thomas. Effective Business Communications . New York: McGraw-Hill, 1997; Vassallo, Philip. "Executive Summaries: Where Less Really is More." ETC.: A Review of General Semantics 60 (Spring 2003): 83-90 .
Structure and Writing Style
Writing an Executive Summary
Read the Entire Document This may go without saying, but it is critically important that you read the entire research study thoroughly from start to finish before you begin to write the executive summary. Take notes as you go along, highlighting important statements of fact, key findings, and recommended courses of action. This will better prepare you for how to organize and summarize the study. Remember this is not a brief abstract of 300 words or less but, essentially, a mini-paper of your paper, with a focus on recommendations.
Isolate the Major Points Within the Original Document Choose which parts of the document are the most important to those who will read it. These points must be included within the executive summary in order to provide a thorough and complete explanation of what the document is trying to convey.
Separate the Main Sections Closely examine each section of the original document and discern the main differences in each. After you have a firm understanding about what each section offers in respect to the other sections, write a few sentences for each section describing the main ideas. Although the format may vary, the main sections of an executive summary likely will include the following:
	An opening statement, with brief background information,
	The purpose of research study,
	Method of data gathering and analysis,
	Overview of findings, and,
	A description of each recommendation, accompanied by a justification. Note that the recommendations are sometimes quoted verbatim from the research study.

Combine the Information Use the information gathered to combine them into an executive summary that is no longer than 10% of the original document. Be concise! The purpose is to provide a brief explanation of the entire document with a focus on the recommendations that have emerged from your research. How you word this will likely differ depending on your audience and what they care about most. If necessary, selectively incorporate bullet points for emphasis and brevity. Re-read your Executive Summary After you've completed your executive summary, let it sit for a while before coming back to re-read it. Check to make sure that the summary will make sense as a separate document from the full research study. By taking some time before re-reading it, you allow yourself to see the summary with fresh, unbiased eyes.
Common Mistakes to Avoid
Length of the Executive Summary As a general rule, the correct length of an executive summary is that it meets the criteria of no more pages than 10% of the number of pages in the original document, with an upper limit of no more than ten pages [i.e., ten pages for a 100 page document]. This requirement keeps the document short enough to be read by your audience, but long enough to allow it to be a complete, stand-alone synopsis. Cutting and Pasting With the exception of specific recommendations made in the study, do not simply cut and paste whole sections of the original document into the executive summary. You should paraphrase information from the longer document. Avoid taking up space with excessive subtitles and lists, unless they are absolutely necessary for the reader to have a complete understanding of the original document. Consider the Audience Although unlikely to be required by your professor, there is the possibility that more than one executive summary will have to be written for a given document [e.g., one for policy-makers, one for private industry, one for philanthropists]. This may only necessitate the rewriting of the introduction and conclusion, but it could require rewriting the entire summary in order to fit the needs of the reader. If necessary, be sure to consider the types of audiences who may benefit from your study and make adjustments accordingly. Clarity in Writing One of the biggest mistakes you can make is related to the clarity of your executive summary. Always note that your audience [or audiences] are likely seeing your research study for the first time. The best way to avoid a disorganized or cluttered executive summary is to write it after the study is completed. Always follow the same strategies for proofreading that you would for any research paper. Use Strong and Positive Language Don’t weaken your executive summary with passive, imprecise language. The executive summary is a stand-alone document intended to convince the reader to make a decision concerning whether to implement the recommendations you make. Once convinced, it is assumed that the full document will provide the details needed to implement the recommendations. Although you should resist the temptation to pad your summary with pleas or biased statements, do pay particular attention to ensuring that a sense of urgency is created in the implications, recommendations, and conclusions presented in the executive summary. Be sure to target readers who are likely to implement the recommendations.
Bailey, Edward, P. The Plain English Approach to Business Writing . (New York: Oxford University Press, 1997), p. 73-80; Christensen, Jay. Executive Summaries Complete The Report. California State University Northridge; Executive Summaries. Writing@CSU. Colorado State University; Clayton, John. "Writing an Executive Summary That Means Business." Harvard Management Communication Letter , 2003; Executive Summary. University Writing Center. Texas A&M University;  Green, Duncan. Writing an Executive Summary.   Oxfam’s Research Guidelines series ; Guidelines for Writing an Executive Summary. Astia.org; Markowitz, Eric. How to Write an Executive Summary. Inc. Magazine, September, 15, 2010; Kawaski, Guy. The Art of the Executive Summary. "How to Change the World" blog; Keller, Chuck. "Stay Healthy with a Winning Executive Summary." Technical Communication 41 (1994): 511-517; The Report Abstract and Executive Summary. The Writing Lab and The OWL. Purdue University; Writing Executive Summaries. Effective Writing Center. University of Maryland; Kolin, Philip. Successful Writing at Work . 10th edition. (Boston, MA: Cengage Learning, 2013), p. 435-437; Moral, Mary. "Writing Recommendations and Executive Summaries." Keeping Good Companies 64 (June 2012): 274-278; Vassallo, Philip. "Executive Summaries: Todorovic, Zelimir William, PhD. and Frye, Marietta Wolczacka,B.A., B.B.A. "Writing Effective Executive Summaries: An Interdisciplinary Examination." United States Association for Small Business and Entrepreneurship, 2009; " Where Less Really is More." ETC.: A Review of General Semantics 60 (Spring 2003): 83-90 .
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Free Executive Summary Template [PDF + Masterful Examples]
Use these templates to craft an effective executive summary for your business or project.
According to Time Magazine, 55% of people only read a piece of content for 15 seconds. Attention spans across the board are at an all-time low —  including those of potential investors and project stakeholders. If you want to capture and hold interest, then you need to craft an engaging executive summary that can effectively hold someone’s focus.
Before you dive into the details of your business plan or project proposal,  your first step should be an executive summary that captures the attention of those in a position to give buy-in.
Think of the executive summary as the back cover of your book. It convinces readers to purchase a copy because the storyline is worth their time. An investor or C-level executive with limited time probably won’t feel motivated to read a full business or product plan without a compelling executive summary.
In this guide, we’ll show you how to write a captivating executive summary, what to include in the document, and jumpstart yours with customizable templates.
What is an executive summary? 
An executive summary is a brief synopsis of a larger document such as a report or business plan. It provides a quick overview of your business plan with details like a description of your company, financial information, and market analysis.
The executive summary is made for lenders, investors, and busy executives who don’t have time to read the full proposal.
Done right, it zeroes in on what your prospective investor or project sponsor wants to hear and clearly communicates the value of your business or plan. Many investors or stakeholders will only read the executive summary during the first contact with your business, so all the information they need should be included. 
The goals of an executive summary include:
	Grab the reader’s attention
	Tell them what to expect in the business plan so they are motivated to keep reading
	Provide a high-level overview of your company, your short-term and long-term goals
	Acts as an elevator pitch

What is an executive summary in a business plan?
An executive summary in a business plan is a concise overview that provides a snapshot of the key elements of the plan as it pertains to the business overall. It outlines the business concept, objectives, market analysis, financial projections, and other essential information. The executive summary serves as a summary and introduction to the entire business plan, allowing lenders, investors, and decision-makers to quickly grasp the main points and make informed decisions.
What is an executive summary in project management?
An executive summary in project management is a summary of the most critical information of your project proposal. It’s everything that management needs to know when they land on your project before they review your project plan .
An executive summary in project management shouldn’t be confused with a project overview. While they have similar elements, an executive summary can stand alone as a document, while a project overview needs to be attached to your project.
Executive summary vs abstract
An abstract summarizes a document like a journal article while an executive summary sums up a longer document.
An abstract is mostly used in academia as a requirement when submitting conference papers, book proposals, or applying for a research grant. The abstract is not an excerpt but an original document that is self-sufficient.
An executive summary is aimed at a business audience. It contains information to help executives make funding decisions. Where the language in an abstract is technical, the language of an executive summary is non-technical. An executive summary is written as a condensed version of a project plan to secure buy-in while an abstract is written for orientation.
Executive summary vs introduction
The introduction is the first part of your project plan or business plan. It explains what the project is about and the goals you want to achieve. On the other hand, the executive summary is a standalone document condensed into a few paragraphs. It is thorough and high-level. Decision-makers can choose to read only the executive summary and still get the gist of the entire project proposal.
Think of the introduction as the first few pages of a long book with many chapters and an executive summary like a short book with only one chapter. You can understand both context and storyline when you read a short book. 
What should an executive summary include? 
For a project .
What is the problem you’re going to solve? What product plan, customer feedback, or insight led to this project? Why should it happen now ? These are questions to lead with in the opening paragraph of your executive summary.
What steps or methods are you taking to solve the problems you’ve listed in the opening paragraph? What are the goals and objectives you’ll achieve at the end of the project? Detail the answers in this section.
Value proposition
This is an important section where you briefly explain the value of the outcome. What is the ROI of the solution you’ve proposed? How will it improve service delivery and customer experience?
In a few sentences reiterate why it’s important to solve the problem now and the next steps or actions you want the reader to take.
For a business plan 
Introduction  .
For a business plan, the introduction is an opening statement that explains the purpose of the document. Your goal is to grab and hold the reader’s attention by clearly communicating the value of the business and the desired outcome. 
Company description
Include the following details in the company description:
	Business name and location
	Contact information
	Description of the purpose
	Leadership, founders, and current investors at your company
	The team responsible for the project

Products and services
Briefly explain the problem you’re going to solve. If you’ve conducted research that shows a need for the proposal, include your findings here. Also, explain how you’ll accomplish the project goals and what you’ll need for success.
Market analysis
A few questions to answer in this section include:
	Is there a market opportunity for the problem? 
	How do you plan to grow your customer base and expand your market share? 
	What is the five-year growth plan for this product/service? 
	What is the most interesting thing you’ve learned about your target audience that the reader should know?

Competitive analysis
Questions to answer as part of your competitive analysis include:
	Who are your competitors?
	What are the present and future opportunities?
	What is the unique value proposition of the product or service?
	Do you have experience with competitors?
	What are the risks particular to this niche or line of product?
	What roadblocks do you expect to address?

Funding request and use
Use this section to sweeten the pot for investors. How much will you need to fund your business? What is the profitability of your business? How will investors benefit?
Financial projections 
Include financial data that supports your research such as:
	The budget baseline for your business plan
	Your projected revenue for the first three years
	Your plan to manage finances
	Your current and future business finances

Conclusion  
The conclusion is a recap of the problem and the solution. Ask about the decision you want the reader to take. The outcomes should be obvious but leave room for intrigue so they feel compelled to read the rest of the business proposal.
Executive summary examples 
Executive summary presentation.
Often, executive summaries are presented to stakeholders in addition to the document. Get the templates below to snag these PowerPoint executive summary presentation templates.

One-page executive summary template  
A one-page executive summary is a short document with a big impact. You’ll present it as a mini version of a project plan during a meeting with decision-makers or as a business plan when pitching investors.
A few details to include in a one-page executive summary:
	Business name
	Financial information
	Use of funding
	Management team
	Business model
	Unique value proposition
	Competitive advantage
	Go-to-market strategy


Startup executive summary template
Your startup executive summary could be the difference between getting a pitch meeting or not. Venture capitalists and investors and overwhelmed with pitches from startups looking for a partnership. 
An executive summary is the fastest way for them to learn about your company and evaluate its potential. It’s usually a one-page document that is concise, yet detailed and engaging. Before writing your startup executive summary, determine the goal and ensure it matches what potential investors want to see.
Details to include in your startup executive summary:
	A description of your product or service
	The value proposition
	Market analysis showing the merit of the project
	Your current business model and future plans
	An explanation of your market and customer base
	Financial projections and funding request
	Other special information that could sway a decision in your favor


Business plan executive summary template
The business plan executive summary shouldn’t exceed two pages. Make sure you’ve tailored it to your audience to show why the opportunity is special. An executive summary for a business plan should include:
	Mission statement
	Company information with details about your services or product
	Business highlights describing how you’ve grown over the years. Include details of revenue increase, number of customers, profitability, revenue increase, and market share
	Future goals
	Financial summary
	A closing sentence that reassures the value of the plan

Project executive summary template
The goal of a project executive summary is to show what life will look like after you’ve executed the project. Your executive summary should tell a story that helps the reader visualize the solution and inspire them to choose you.
The executive summary should be written as the final step of your project proposal template. This way, you save time revising the content.
Details to include in a project executive summary:
	Summary of the challenge the client wants to solve
	Description of how you’ll solve the pain point
	Overview explaining how you’ve solved similar problems in the past
	Unique value that competitors don’t offer

Marketing plan executive summary template
An executive summary for a marketing plan offers an overview of how you’ll reach your intended audience and drive conversions.
Details to include in a marketing plan executive summary:
	Introduction
	Brief description of your company and key leaders
	Project goals and objectives
	Your product or services and the major features and benefits
	Description of market factors and trends affecting them
	Who is your audience and how will you reach them?
	Financial projections

Healthcare executive summary template
A healthcare executive summary template is used in formal communications for hospitals, government health agencies, and nonprofits. The template accommodates longer-research proposal plans targeted at a wider audience of the general public, external investors, and management.
Details to include in healthcare executive summary:
	Project topic
	Overview of the organization
	Two to three key problems that have a profound impact on quality care, operations, or regulatory compliance
	A proposed solution to each identified problem
	Obstacles and opportunities
	Policy changes and program proposal
	Vision and recommendation

Executive summary report template
An executive summary for a research or analyst report offers an overview of key points from the research.
Details to include in a report executive summary report:
	Brief description of your company
	Analysis findings
	Why these findings matter

Here's an example: 

How to write an executive summary
1. write a problem-based introduction.
Use the opening paragraph to explain why your project matters. Outline the problem with supporting research or customer feedback to strengthen your claim. The reader should understand why it’s important to solve the problem now and the relevance to your customer base. 
A powerful way to grab attention is to open with a customer quote or thought-provoking statistic that forces the reader to sit up and listen.
For example:
“I wish this camera had a longer battery life span so I could record an entire football game on 4K without switching to full HD when the battery is low .” - Customer review
In a recent survey, 70% of our customers expressed a desire for a camera with a longer battery life that could last up to six hours while recording in 4k. 80% said they wouldn’t mind paying more for the convenience of not having to log extra battery packs when going out. To serve our existing clientele and improve our market share, we need to create a camcorder that performs at optimal levels while using fewer resources on battery life.
2. Tell your story
Use storytelling to explain the mission statement of your organization. Explain how you’ll use your skill and experience to solve the problem you’ve highlighted in the introduction. Storytelling sets the tone and gets the reader excited about reading the project plan.
3. Make sure you’ve done the research 
While an executive summary is short, it’s loaded with research. Research shows that you know your competitors, understand your target audience, and have a plan for capturing a significant market share.
Think of your executive summary like an elevator pitch. If an investor only read your executive summary without making it to the project proposal or business plan, what would you want them to know?
4. Outline the solution
After telling the reader the pain points and explaining your business credentials, use a bullet list to outline the solution. Your goal is to convince the reader that your solution is the best fit. Save deliverables and milestones for the project proposal. Instead, describe what will happen during the project so the user can picture the outcome working for them.
5. Show the value of the solution 
This is where you get into more details about the impact of the solution. Explain how the results provide relief and improve ROI for the company. include potential risks that may arise and relevant financial information such as income projections.
6. Formal or informal tone?
While an executive summary usually has a formal tone, your decisions should be based on your audience. 
Presenting to your C-level executives in your company? What language do they respond to? Don’t be afraid to break the mold if it gets the desired results. However, avoid clichés as they rub readers the wrong way.
If you’re presenting to investors, use language that resonates with your audience. Use personal pronouns like “I”, “you” and “we” over impersonal pronouns like “they” or “the company.
7. Make sure the summary can stand alone 
If you follow the clearly defined structure we’ve listed above, your executive summary can stand on its own merit. Keep revising the document until you’ve achieved this goal. The introduction, problem, solution, and conclusion should be detailed, yet concise. 
After writing, take a second look and read from the viewpoint of the decision-maker. Is there any section where more context is needed to clear confusion and help the reader understand the summary? Consider linking to a relevant section in the project proposal or explaining briefly in the summary.
8. Be concise
Every word in your executive summary must have an impact. The executive summary is not the place to brainstorm new ideas as it could jeopardize the project plan. 
Avoid using jargon words. Readers without prior knowledge of your company or niche should understand key findings by reading the executive summary alone.
 When you find yourself going deep into details, pull back and ask yourself if this belongs in the project proposal or executive summary. The goal is to keep the executive summary engaging and actionable.
9. Proofread for errors 
Before sending it off to executives or potential investors, read through the document three times in order to catch errors. It also helps to send it to a colleague to review with a fresh pair of eyes in case you missed a typo here and there.
10. Write the executive summary last
It takes longer to write an executive summary when you haven’t yet written the project proposal or business plan. Instead, wait to create a summary until you’ve written the full document, then pull details. This ensures that your executive summary captures the information you’ve detailed in the project plan.
Manage your executive summary templates with Guru
An executive summary is a quick and easy way to bring stakeholders up to speed on your project proposal. In a few paragraphs, you can communicate the problem, why it matters now and the key information they need to make a decision.
Rather than creating a new executive summary from scratch, these templates will add impact to your report and speed up the process. Use Guru’s knowledge management software to store your templates, collaborate remotely, and work efficiently on projects.
FAQ for executive summaries
Where does an executive summary go in a report.
Place the executive summary before the table of contents and after the title page. Include a page break before and after the executive summary.
How long should an executive summary be?
Most executive summaries are 5-10% of the length of the project proposal. Ideally, aim for one page for a 20-page project proposal.
Who is the audience of an executive summary?
The audience of an executive summary can include:
	Project stakeholders
	Management personnel who make decisions on funding
	Venture capitalists
	C-level executives

What is included in an executive summary?
Elements to include in an executive summary are:
	A summary of the key points of the project proposal report
	Major points of the report you want the reader to remember
	The goal of the report
	Results and recommendations from the report
	Other details that enable the executive summary to function as a standalone document


	Contact sales

Start free trial
How to Write an Executive Summary (Example & Template Included)

Here’s the good news: an executive summary is short. It’s part of a larger document like a business plan, business case or project proposal and, as the name implies, summarizes the longer report.
Here’s the bad news: it’s a critical document that can be challenging to write because an executive summary serves several important purposes. On one hand, executive summaries are used to outline each section of your business plan, an investment proposal or project proposal. On the other hand, they’re used to introduce your business or project to investors and other stakeholders, so they must be persuasive to spark their interest.

Writing an Executive Summary
The pressure of writing an executive summary comes from the fact that everyone will pay attention to it, as it sits at the top of that heap of documents. It explains all that follows and can make or break your business plan or project plan . The executive summary must know the needs of the potential clients or investors and zero in on them like a laser. Fortunately, we’ll show you how to write and format your executive summary to do just that.
Getting everything organized for your executive summary can be challenging. ProjectManager can help you get your thoughts in order and collaborate with your team. Our powerful task management tools make it easy to get everything prioritized and done on time. Try it free today.

What Is an Executive Summary?
An executive summary is a short section of a larger document like a business plan , investment proposal or project proposal. It’s mostly used to give investors and stakeholders a quick overview of important information about a business plan like the company description, market analysis and financial information.
It contains a short statement that addresses the problem or proposal detailed in the attached documents and features background information, a concise analysis and a conclusion. An executive summary is designed to help executives and investors decide whether to go forth with the proposal, making it critically important. Pitch decks are often used along with executive summaries to talk about the benefits and main selling points of a business plan or project.
Unlike an abstract, which is a short overview, an executive summary format is a condensed form of the documents contained in the proposal. Abstracts are more commonly used in academic and research-oriented writing and act as a teaser for the reader to see if they want to read on.

Get your free
Executive Summary Template
Use this free Executive Summary Template for Word to manage your projects better.
How to Write an Executive Summary
Executive summaries vary depending on the document they’re attached to. You can write an executive summary for a business plan, project proposal, research document, or business case, among other documents and reports.
However, when writing an executive summary, there are guidelines to ensure you hit all the bases.
Executive Summary Length
According to the many books that have been written about executive summaries, as well as training courses, seminars and professional speakers, the agreed-upon length for an executive summary format should be about five to 10 percent of the length of the whole report.
Appropriate Language
The language used should be appropriate for the target audience. One of the most important things to know before you write professionally is to understand who you’re addressing. If you’re writing for a group of engineers, the language you’ll use will differ greatly from how you would write to a group of financiers.
That includes more than just the words, but the content and depth of explanation. Remember, it’s a summary, and people will be reading it to quickly and easily pull out the main points.
Pithy Introduction
You also want to capture a reader’s attention immediately in the opening paragraph. Just like a speech often opens with a joke to break the tension and put people at ease, a strong introductory paragraph can pull a reader in and make them want to read on. That doesn’t mean you start with a joke. Stick to your strengths, but remember, most readers only give you a few sentences to win them over before they move on.
Don’t forget to explain who you are as an organization and why you have the skills, personnel and experience to solve the problem raised in the proposal. This doesn’t have to be a lengthy biography, often just your name, address and contact information will do, though you’ll also want to highlight your strengths as they pertain to the business plan or project proposal .
Relevant Information
The executive summary shouldn’t stray from the material that follows it. It’s a summary, not a place to bring up new ideas. To do so would be confusing and would jeopardize your whole proposal.
Establish the need or the problem, and convince the target audience that it must be solved. Once that’s set up, it’s important to recommend the solution and show what the value is. Be clear and firm in your recommendation.
Justify your cause. Be sure to note the key reasons why your organization is the perfect fit for the solution you’re proposing. This is the point where you differentiate yourself from competitors, be that due to methodology, testimonials from satisfied clients or whatever else you offer that’s unique. But don’t make this too much about you. Be sure to keep the name of the potential client at the forefront.
Don’t neglect a strong conclusion, where you can wrap things up and once more highlight the main points.
Related: 10 Essential Excel Report Templates
What to Include in an Executive Summary
The content of your executive summary must reflect what’s in the larger document which it is part of. You’ll find many executive summary examples on the web, but to keep things simple, we’ll focus on business plans and project proposals.
How to Write an Executive Summary for a Business Plan
As we’ve learned above, your executive summary must extract the main points of all the sections of your business plan. A business plan is a document that describes all the aspects of a business, such as its business model, products or services, objectives and marketing plan , among other things. They’re commonly used by startups to pitch their ideas to investors.
Here are the most commonly used business plan sections:
	Company description: Provide a brief background of your company, such as when it was established, its mission, vision and core values.
	Products & services: Describe the products or services your company will provide to its customers.
	Organization and management: Explain the legal structure of your business and the members of the top management team.
	SWOT analysis: A SWOT analysis explains the strengths, weaknesses, opportunities and threats of your business. They describe the internal and external factors that impact your business competitiveness.
	Industry & market analysis: This section should provide an overview of the industry and market in which your business will compete.
	Operations: Explain the main aspects of your business operations and what sets it apart from competitors.
	Marketing plan: Your marketing plan describes the various strategies that your business will use to reach its customers and sell products or services.
	Financial planning: Here, you should provide an overview of the financial state of your business. Include income statements, balance sheets and cash flow statements.
	Funding request: If you’re creating your business plan to request funding, make sure to explain what type of funding you need, the timeframe for your funding request and an explanation of how the funds will be used.

We’ve created an executive summary example to help you better understand how this document works when using it, to sum up a business plan.
To put all of that information together, here’s the basic format of an executive summary. You can find this same information in our free executive summary template :
	Introduction, be sure to know your audience
	Table of contents in the form of a bulleted list
	Explain the company’s role and identify strengths
	Explain the need, or the problem, and its importance
	Recommend a solution and explain its value
	Justify said solution by explaining how it fits the organization
	A strong conclusion that once more wraps up the importance of the project

You can use it as an executive summary example and add or remove some of its elements to adjust it to your needs. Our sample executive summary has the main elements that you’ll need project executive summary.

Executive Summary Example
For this executive summary example, we’ll imagine a company named ABC Clothing, a small business that manufactures eco-friendly clothing products and it’s preparing a business plan to secure funding from new investors.
Company Description We are ABC Clothing, an environmentally-friendly manufacturer of apparel. We’ve developed a unique method of production and sourcing of materials that allows us to create eco-friendly products at a low cost . We have intellectual property for our production processes and materials, which gives us an advantage in the market.
	Mission: Our mission is to use recycled materials and sustainable methods of production to create clothing products that are great for our customers and our planet.
	Vision: Becoming a leader in the apparel industry while generating a positive impact on the environment.

Products & Services We offer high-quality clothing products for men, women and all genders. (Here you should include pictures of your product portfolio to spark the interest of your readers)
Industry & Market Analysis Even though the fashion industry’s year-over-year growth has been affected by pandemics in recent years, the global apparel market is expected to continue growing at a steady pace. In addition, the market share of sustainable apparel has grown year-over-year at a higher pace than the overall fashion industry.
Marketing Plan Our marketing plan relies on the use of digital marketing strategies and online sales, which gives us a competitive advantage over traditional retailers that focus their marketing efforts on brick-and-mortar stores.
Operations Our production plant is able to recycle different types of plastic and cotton waste to turn it into materials that we use to manufacture our products . We’ve partnered with a transportation company that sorts and distributes our products inside the United States efficiently and cost-effectively.
Financial Planning Our business is profitable, as documented in our balance sheet, income statement and cash flow statement. The company doesn’t have any significant debt that might compromise its continuity. These and other financial factors make it a healthy investment.
Funding Request We’re requesting funding for the expansion of our production capacity, which will allow us to increase our production output in order to meet our increasing customer demand, enter new markets, reduce our costs and improve our competitiveness.
If you’d like to see more executive summary examples for your business plan, you can visit the U.S. small business administration website. They have business plans with executive summary examples you can download and use.
Executive summaries are also a great way to outline the elements of a project plan for a project proposal. Let’s learn what those elements are.
How to Write an Executive Summary for a Project Proposal
An executive summary for your project proposal will capture the most important information from your project management plan. Here’s the structure of our executive summary template:
	Introduction: What’s the purpose of your project?
	Company description: Show why you’re the right team to take on the project.
	Need/problem: What is the problem that it’s solving?
	Unique solution: What is your value proposition and what are the main selling points of your project?
	Proof: Evidence, research and feasibility studies that support how your company can solve the issue.
	Resources: Outline the resources needed for the project
	Return on investment/funding request: Explain the profitability of your project and what’s in for the investors.
	Competition/market analysis: What’s your target market? Who are your competitors? How does your company differentiate from them?
	Marketing plan: Create a marketing plan that describes your company’s marketing strategies, sales and partnership plans.
	Budget/financial planning: What’s the budget that you need for your project plan?
	Timeline: What’s the estimated timeline to complete the project?
	Team: Who are the project team members and why are they qualified?
	Conclusions:  What are the project takeaways?

Now that we’ve learned that executive summaries can vary depending on the type of document you’re working on, you’re ready for the next step.
What to Do After Writing an Executive Summary
As with anything you write, you should always start with a draft. The first draft should hit all the marks addressed above but don’t bog yourself down in making the prose perfect. Think of the first draft as an exploratory mission. You’re gathering all the pertinent information.
Next, you want to thoroughly review the document to ensure that nothing important has been left out or missed. Make sure the focus is sharp and clear, and that it speaks directly to your potential client’s needs.
Proofread for Style & Grammar
But don’t neglect the writing. Be sure that you’re not repeating words, falling into cliché or other hallmarks of bad writing. You don’t want to bore the reader to the point that they miss the reason why you’re the organization that can help them succeed.
You’ve checked the content and the prose, but don’t forget the style. You want to write in a way that’s natural and not overly formal, but one that speaks in the manner of your target audience . If they’re a conservative firm, well then, maybe formality is called for. But more and more modern companies have a casual corporate culture, and formal writing could mistakenly cause them to think of you as old and outdated.
The last run should be proofing the copy. That means double-checking to ensure that spelling is correct, and there are no typos or grammatical mistakes. Whoever wrote the executive summary isn’t the best person to edit it, however. They can easily gloss over errors because of their familiarity with the work. Find someone who excels at copy-editing. If you deliver sloppy content, it shows a lack of professionalism that’ll surely color how a reader thinks of your company.
Criticism of Executive Summaries
While we’re advocating for the proper use of an executive summary, it’d be neglectful to avoid mentioning some critiques. The most common is that an executive summary by design is too simple to capture the complexity of a large and complicated project.
It’s true that many executives might only read the summary, and in so doing, miss the nuance of the proposal. That’s a risk. But if the executive summary follows the guidelines stated above, it should give a full picture of the proposal and create interest for the reader to delve deeper into the documents to get the details.
Remember, executive summaries can be written poorly or well. They can fail to focus on results or the solution to the proposal’s problem or do so in a vague, general way that has no impact on the reader. You can do a hundred things wrong, but if you follow the rules, then the onus falls on the reader.
ProjectManager Turns an Executive Summary Into a Project
Your executive summary got the project approved. Now the real work begins. ProjectManager is award-winning project management software that helps you organize tasks, projects and teams. We have everything you need to manage each phase of your project, so you can complete your work on time and under budget.
Work How You Want
Because project managers and teams work differently, our software is flexible. We have multiple project views, such as the kanban board, which visualizes workflow. Managers like the transparency it provides in the production cycle, while teams get to focus only on those tasks they have the capacity to complete. Are you more comfortable with tasks lists or Gantt charts? We have those, too.

Live Tracking for Better Management
To ensure your project meets time and cost expectations, we have features that monitor and track progress so you can control any deviations that might occur. Our software is cloud-based, so the data you see on our dashboard is always up to date, helping you make better decisions. Make that executive summary a reality with ProjectManager.

You’ve now researched and written a persuasive executive summary to lead your proposal. You’ve put in the work and the potential client sees that and contracts you for the project. However, if you don’t have a reliable set of project management tools like Gantt charts , kanban boards and project calendars at hand to plan, monitor and report on the work, then all that preparation will be for nothing.
ProjectManager is online project management software that gives you real-time data and a collaborative platform to work efficiently and productively. But don’t take our word for it, take a free 30-day trial.

Deliver your projects on time and under budget
Start planning your projects.
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The Abstract
The abstract is a crucial part of your report as it may be the only section read by people at the executive or managerial level who must make decisions based on what they read in your abstract. When you include specific content, it is important to remember these readers are looking for the information they need to make decisions.
The abstract is an overview that provides the reader with the main points and results, though it is not merely a listing of what the report contains. It is a summary of the essence of a report. For this reason, it should be crafted to present the most complete and compelling information possible. It is not a detective story building suspense as the reader hunts for clues, and should not be vague or obtuse in its content.
The abstract should include
	Why the work was done (the basic problem), the specific purpose or objective, and the scope of the work if that is relevant. (College lab reports may not require this part of the abstract.)
	How the work was done, the test methods or means of investigation
	What was found—the results, conclusions, and recommendations

The abstract should
	Not make references to material in the text
	Not lose the message by burying the methods, results, conclusions, and recommendations in a sea of words
	Not be written before the rest of the report

Therefore, a good abstract is
	Self-sufficient

Evaluating abstracts
Because the abstract is of major importance in a report, a summary of effective qualities of abstracts is offered here.
A well-written abstract
	Considers the readers it will encounter
	States what was done and what results were found
	Avoids vagueness by stating specific results
	Uses past tense to report what was done
	Is informative
	Is self-sufficient and does not refer to the body of the report
	Makes concrete, useful recommendations

Below are two abstracts. The first one, (A), was written by a student for a lab report, and the other one (B) was a revision written by someone with more experience in writing abstracts. Read both versions and try to figure out why the changes were made in B.
We studied the flow characteristics of meters, valves, and pipes that constitute a flow network. The meter coefficients for orifice and venture meters were determined. The orifice and venture coefficients were, on the average, 0.493 and 0.598, respectively. Fanning friction factors for pipes of different sizes and for gate and globe valves were also determined.
The accuracy with which the meter coefficients and friction factors were determined was affected by leaks in the piping network. In addition, air bubbles trapped in the pipes and manometers affected the accuracy with which pressure drops were measured. Hence, it is recommended that the piping system be checked to ensure the absence of any leaks. Furthermore, the fluid should be allowed to flow in the network for some time before taking any measurements, in order to get rid of the air trapped in the pipes and manometer.
In an orifice and a venturimeter in a flow network, we measured the meter coefficients to be 0.5 0.1 and 0.6 0.15. We measured the Fanning friction factors at steady state for several pipes and for gate and globe valves. The most important source of error was a leak in the piping network which has to be repaired in order to obtain more precise results.
The Executive Summary
The government and some companies have begun to request executive summaries at the beginning of a long report. An executive summary is a one-page statement of the problem, the purpose of the communication, and a summary of the results, conclusions, and recommendations. The same considerations of readers and situation should guide your executive summaries.
How to Write a Powerful Executive Summary [+4 Top Examples]

Published: August 31, 2023
Whether you're an entrepreneur looking for investors for your small business or the CEO of a large corporation, an executive summary can help you succeed and is a critical component for long-term growth.

A short, attention-grabbing executive summary is an essential part of your business plan . Done correctly, it will ensure your company becomes or remains a key player in your industry. In this post, you’ll learn what an executive summary is and how to write one that engages investors, customers, and general audiences.
Executive Summary
An executive summary is a brief overview of a long document, such as a business plan, proposal, or report. It's a section that grabs readers’ attention and summarizes critical information from the document, such as the problem or opportunity being addressed, objectives, key findings, goals, and recommendations.
Some documents that may have an executive summary include:
	Business plans
	Research documents
	Project proposals
	Annual reports

Ultimately, the executive summary is meant to inform readers of the most important information in the document, so they don't have to read it all and can get caught up quickly.

Free Executive Summary Template
Use this executive summary template to provide a summary of your report, business plan, or memo.
	Company & Opportunity
	Industry & Market Analysis
	Management & Operations
	Financial Plan

You're all set!
Click this link to access this resource at any time.
Executive Summary vs. Business Plan
All business plans have an executive summary, but not all executive summaries belong to business plans.
A business plan includes a company overview, your company's short-term and long-term goals, information on your product or service, sales targets, expense budgets, your marketing plan, and a list including each member of your management team. In this case, the executive summary is the first section of the business plan that convinces readers that it’s worth their time to read the whole thing.
Business plans are very detailed and comprehensive, and can be as short as a dozen pages or as long as 100 pages. However, a CEO or investor might not have the interest or time to read your full business plan without first getting the general gist of your company or goals through an executive summary.
Executive Summary vs. Mission Statement
Mission statements and executive summaries are typically both found in business plans, but they serve different purposes.
A mission statement defines your organization’s purpose, values, and vision. It’s your company’s north star and communicates your core identity and reason for existence. On the other hand, an executive summary provides a high-level overview of the document.
Ultimately, your mission statement provides direction for developing your business plan, while your executive summary describes your business plan to executives and shareholders.
Executive Summary vs. Company Description
Like mission statements and executive summaries, company descriptions can also be found in business plans as well as the “About us” page of your website . It provides an overview of your business, including essential details like company history, what your company does, unique selling points, goals, management team, and overall value proposition.
Executive Summary vs. Objective
An objective is a specific goal or target that your company takes aims to achieve its overall goal. It is a concrete, measurable outcome that guides your business’s actions and decisions. Objectives are usually set at the strategic level and are typically aligned with the company’s mission, vision, and overall strategic plan.
Company objectives are often included in executive summaries, but are not the sole focus of them.

What is the purpose of an executive summary?
Writing an executive summary may not seem that necessary. After all, you can find the same information just by reading the rest of the document.
However, the executive summary serves many purposes for your document and those who read it. Here are some of the benefits of having one:
	It saves your readers time. CEOs and investors often have limited time to review lengthy documents. An executive summary allows them to quickly grasp the main points, key findings, and recommendations without needing to read the entire document.
	It provides clarity and conciseness. By providing a condensed overview, executive summaries help to distill complex information and present it in a manner that’s easy to understand.
	It helps with document navigation. For longer documents or reports, an executive summary provides a roadmap for readers. It helps them navigate through the document by signaling the main sections or topics covered, improving overall document usability and accessibility.

To write an impressive executive summary that effectively embodies all the important elements of your business plan, we've cultivated a list of necessary components for an executive summary, as well as an example to get you started.
Follow Along With HubSpot's Executive Summary Template

Click to Download
How to write an executive summary.
A good executive summary tells your company’s story, contains in-depth research, conveys information with an appropriate tone, is void of clichés, and follows your business plan’s structure. These elements will ensure your executive summary is effective, informative, and impactful.
1. Tell your story.
When investors or CEO's read your executive summary, they should understand what your business is about. This is one of the first elements of your business plan, so it should set the tone.
In your executive summary, be sure to tell your story and include an overview about what your company does and why you do what you do. You can also briefly highlight important details about your company’s management.
For instance, you could talk about your founder or CEO’s qualifications and motivations. You can also provide a high-level summary of your company’s business operations and any management methods or best practices that you abide by.
You’ll also want to explain the problem or opportunity that is being addressed, and how it is valuable to investors and customers. Think of this like an elevator pitch . If someone stopped reading and you only had the executive summary to explain your company, what information would you include?
2. Highlight important data.
An executive summary, while short, should include plenty of research.
Highlight the most important findings and insights from the document, including any critical data or statistics discovered in your competitor analysis . While your business plan will flesh out the details, it's important to include your key findings in your executive summary.
You should also provide a basic rundown of your target market, how you plan on addressing their needs and pain points, and how you will reach them.
Additionally, you should include key financial information. The main points you should cover are the overall budget, the price per product/service, and your financial projections.
3. Pay attention to your tone.
Although the tone of your executive summary should be professional and concise, it should also be true to your company and target audience. Aim to convey a sense of authority and credibility while remaining accessible and engaging.
Here are some tips to keep in mind:
	Focus on presenting information objectively with facts and evidence.
	Don’t voice your personal opinions or use subjective statements.
	Strive for clarity and simplicity in your language and ensure that your message is easily understood.
	Avoid unnecessarily complexity or convolution.
	Don’t use hyperbole or excessive claims.
	Use strong verbs, active voice, and concise language to make your points effectively.
	Aim to resonate with the reader’s interests and concerns.

By striking the right balance between professionalism, clarity, and engagement, you can effectively deliver your message and compel the reader to take action or make informed decisions based on the summary.
4. Avoid cliché language.
With any style of writing, it's best to avoid clichés. Clichés can convey the wrong message or be misunderstood, which is something you want to avoid when someone reads your executive summary.
Additionally, clichés tend to overpromise and under-deliver. For example, including something like “The Best Restaurant in Town” isn‘t true because you’re untested as a business. Your executive summary should reflect the truth and who you are as a company.
To avoid clichés while writing, it’s essential to be aware of their presence. Familiarize yourself with common clichés and be mindful of them as you write. Some examples include:
	“Thinking outside the box”
	“Innovative solutions”
	“Cutting-edge technology”

Instead of relying on these overused phrases, be descriptive and embrace the uniqueness of your brand when writing your executive summary. For instance, there’s no need to vaguely refer to your product as a “game-changer,” when you could explain how it benefits your target audience instead. Show, don’t tell.
By staying true to your voice and delivering an honest message, you can keep your writing fresh and your audience engaged.
5. Write it after completing your business plan.
An executive summary is a summary of your business plan. However, it‘s hard to write a summary when you haven’t written your business plan yet. That's why your executive summary should be the final thing you write.
By saving this step for last, you’re able to gain a thorough understanding of the entire plan, including your business’s goals, strategies, market analysis, and financial projections. This enables you to accurately depict the most important aspects in your summary.
If you write you executive summary first, you’re more likely to miscommunicate the essence of your business plan to executives and shareholders. Sure, you may have an outline prepare, but not having all the information can lead to inconsistencies or inaccuracies in your summary. You also risk including irrelevant details or omitting important details that come up during the planning process.
Ultimately, writing your executive summary last ensures that precisely represents the content and findings your plan.
If you don’t have a business plan yet, don’t worry; we have a comprehensive business plan template to help you create one quickly and effectively.
Featured Resource: Business Plan Template

Download Your Free Template Here
Now that you know how to write an executive summary, let's dive into the details of what to include.
What to Include in Your Executive Summary
Your business plan should convey your company‘s mission, your product, a plan for how you’ll stand out from competitors, your financial projections, your company's short and long-term goals, your buyer persona, and your market fit.
Ultimately, an executive summary should provide a preview for investors or CEO's, so they know what to expect from the rest of your report. Your executive summary should include:
	The name, location, and mission of your company
	A description of your company, including management, advisors, and brief history
	Your product or service, where your product fits in the market, and how your product differs from competitors in the industry
	Financial considerations, start-up funding requirements, or the purpose behind your business plan — mention what you hope the reader will help your company accomplish

How long should an executive summary be?
While there is no hard and fast rule for the exact length, executive summaries typically range from one to three pages. However, it's important to note that the length should be determined by the document it accompanies and the content itself rather than a predetermined page count.
At the end of the day, your executive summary should engage the reader and highlight the most important points of your document while avoiding unnecessary details.
Feeling at a loss? Download a free template below that will take you through the executive summary creation process.
Executive Summary Template

Download Your Free Executive Summary Template Here
In this free executive summary template, you’ll be able to outline several pieces of information, including:
	Introduction: Explain what your executive summary contains.
	Company & Opportunity: Explain who you are and your biggest opportunities for growth.
	Industry & Market Analysis: Explain the state of your industry and your target market.
	Management & Operations: Explain who your key leaders are and their roles.
	Implementation & Marketing: Explain how you plan to deploy your product to the marketplace.
	Financial Plan: Explain your company’s finances. Change the verbiage depending on whether you’re writing to investors or a general audience.
	Conclusion: Summarize what you’ve covered.

Ready? Download your free executive summary template .
To understand more tactically how an executive summary should look, let’s review a few examples.
Executive Summary Examples
1. connected.
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Executive Summary

An effectively structured background or context will be able to stand on its own, meaning it breaks down the topic into informative paragraphs. It contains all essential and relevant information and data that will help the reader comprehend your  business report  as a whole. With that said, it is natural for documents to have an executive summary . It is the compact and precise version of all the essential details on your record. It is more than just an introduction because it is a complete document on its own.

25+ Executive Summary Samples
1. executive summary report template.

	Google Docs

Size: A4 & US
2. Executive Summary Proposal Template

3. Marketing Plan Executive Summary

4. Executive Summary Startup Business Plan Template

	Apple Pages

Size: 33 KB
5. Project Executive Summary Template

Size: 125 KB
6. Research Report Executive Summary Template

Size: 120 KB
7. Executive Summary Template

Size: 160 KB
8. Startup Executive Summary Template

Size: 121 KB
9. Healthcare Executive Summary Template

Size: 128 KB
10. Proposal Executive Summary Template

11. Business Plan Executive Summary Template

Size: 127 KB
12. One-Page Executive Summary Template

Size: 171 KB
13. Product Launch Executive Summary Template

14. Construction Project Executive Summary Template

Size: 169 KB
15. Free Project Charter Executive Summary Template

Size: 141 KB
16. Executive Summary Template Example

Size: 168 KB
17. WHO Executive Summary Example

Size: 194 KB
18. Work Inequalities Executive Summary Example

Size: 304 KB
19. Risk Management Executive Summary Example

Size: 73 KB
20. Foundation Executive Summary Example

Size: 65 KB
21. Data Revolution Executive Summary Example

Size: 401 KB
22. UN Executive Summary Example

Size: 397 KB
23. Executive Summary Format Example

Size: 124 KB
24. Annual Report Executive Summary Example

Size: 444 KB
25. Fifth Quarterly Report Executive Summary Example

Size: 79 KB
26. Integrated Framework Executive Summary Example

Size: 283 KB
27. Work Plan Executive Summary Example

Size: 416 KB
 28. Basic Executive Summary Example

Size: 249 KB
29. Report Executive Summary Example

Size: 329 KB
30. Program Plan Executive Summary Example

31. Committee Meeting Minutes Executive Summary Example

Size: 50 KB
32. Final Report Executive Summary Example

Size: 176 KB
33. World Expo Plan Executive Summary Example

Size: 454 KB
34. Executive Summary Report Guide Example

35. Surgeon General Report Executive Summary Example

Size: 204 KB
36. Privacy Index Executive Summary Example

37. Proposal Executive Summary Example

Size: 68 KB
38. High Needs Patient Care Executive Summary Example

Size: 498 KB
What is an Executive Summary?
An executive summary is a section found in most consolidated documents. It is a brief yet comprehensive synopsis of the major points in the document as a whole. It provides the readers a background about what the purpose of the  proposal or report  without going further in. It basically highlights the key points made in the document and is intended to stand on its own without needing supporting pages.
Importance of an Executive Summary
According to the article posted by Accion, the importance of an executive summary includes highlighting the strengths and accomplishments, making the company motivated to thrive further. So, as you develop a business plan , it should provide the executive summary at all costs. With this, writing a comprehensive and relevant executive summary report will save the rest of the plan. This will lead you a long way.
How To Write an Executive Summary
Some companies may employ a standard about writing a business plan or reports. Therefore, you must first consult the organization you are writing so that you can tailor it to their requirements. Professional  report writing  has various considerations. Nevertheless, we give you the most common and effective ways of writing an executive summary. Read on. 
1. Keep It Short
For every startup or small business , you have to remember that your executive summary is supposed to be short, but complete. It is meant to stand on its own. Although there is no set standard when it comes to the length of a  professional report , as a rule of thumb, it is substantial to make it not longer than 10 percent of the entire document, or simply put; it should be one to two pages only.
2. Use Easily Understandable Language
The language and tone you should use when preparing your executive summary should be professional. Emphasizing the language, it should be easily understandable for your readers. Avoid using technical language as your readers may not understand them since they don’t belong to the same industry as you. You should also avoid using business buzzwords and jargon in this type of  annual report .
3. Use Bullet Points and Subheadings
Create an outline using bullet points and subheadings in your executive summary. This will help your readers easily and efficiently scan the contents on your executive summary. It will make it easier for them to find what they are looking for. Aside from that, it makes your executive summary look clean and professional. Remember that a clean format will be one of the deciding factors for your management and business plan.
4. Avoid the Use of First-Person Pronouns
The main goal of your business plan as a whole is to write for your audience and convince them of your  smart goals.  Even if you’ve done your research for a  project report , but the content is all over the place, you will still likely miss the point. Too much usage of the first-person pronoun “I” makes the executive summary less personal. Also, it can undermine your persuasiveness; it can discourage your readers since it can make you look like you are more centered and focused on your own personal goal instead of focusing on helping the consumers and the business goals.
5.  Organize in Order of Importance
There is no set rule when it comes to the appearance of your content. Visual representations are not mandatory. But it is essential to organize your content to emphasize your points. Use the first part of your executive  summary  to highlight what you want to get the most attention. Then, use the next paragraphs to emphasize other points according to their importance. This can also make your report more cohesive and easy to read. 
6. Proofread and Edit
You should never let your readers read an unedited document. Proofreading your  proposal executive summary  and the whole document as a whole will make you spot what things can be left out, spot misspellings, grammatical errors, etc. Generally, it’s a strategy that you must comply with. So, editing it to perfection will help leave an impression to your readers that you have taken your time to produce a well-written document.
What are the elements of an executive summary?
An executive summary is divided into different sections. It includes the key points, the purpose of the monthly report , significant points, evaluation of results, and conclusions.
How long must an executive summary be?
An executive summary’s length depends on how long the business plan is. So, check your investment proposal for reference.
How is an excellent executive summary defined?
A good executive summary is defined as short yet informative. It must be professional and error-free. But more than that, it must be an overview of the whole document you are trying to create.
Preparing a document for business purposes is crucial. Aside from it being comprehensive, it must be relevant and direct. So, when you start to create your executive summary, you can always look and read the steps above. Whether for strategic plan or marketing projects , it must be straight to the mind of the management.
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	PDF How to Write an Executive Summary
An executive summary is a concise document, demonstrating the problem, findings and recommendation of a longer policy report. Writing an executive summary will help your audience quickly understand the policy problem and proposed solution of your report.




	PDF EXECUTIVE SUMMARY
ten work. As this is the first impression you will make on the reader, it is vitally important that you craft this piece well. A well-written Executive Summary should include the follow- ing: - Contains a comprehensive summary of a longer document (e.g. business plan, investment proposal). - Provides concise background - Rationale




	How To Write A High-Impact Executive Summary
#1 - It should be able to stand alone. The executive summary should be able to stand independently as an informative document. In other words, the reader should be able to grasp your broad argument without having to read the full document. Further reading should be purely for attaining more detail.




	Common Assignments: Executive Summaries
Executive summaries are common in the Walden MBA program, but they are also found as part of some government and business documents. As a student, you should complete an executive summary when specifically requested to do so. An executive summary is a comprehensive review of a larger document. For example, a 35-page report may begin with a ...




	How to write an executive summary, with examples
For example, to write an executive summary of an environmental study, you would compile a report on the results and findings once your study was over. But for an executive summary in project management, you want to cover what the project is aiming to achieve and why those goals matter.
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Effective Business Communications. New York: McGraw-Hill, 1997; Vassallo, Philip. "Executive Summaries: Where Less Really is More." ETC.: A Review of General Semantics 60 (Spring 2003): 83-90. Structure and Writing Style Writing an Executive Summary Read the Entire Document




	PDF What is an Executive Summary?
Two examples of executive summaries follow. The first is for a proposal, but still illustrates principles of this type of document. The second is an executive summary submitted by a past design team. Comment [DJA1]: Team mission statement. Comment [DJA2]: Needs and constraints. Comment [DJA5]: Plan and project status.




	PDF Write an Executive Summary
Note: The four sections above are those most often included in an executive summary. Review your assignment guidelines carefully to check any requirements specific to your project. An executive summary is typically 10% of the length of your total report. For example, if your full report is 10 pages, your executive summary should be one full page.




	Guide for Writing Executive Summaries
This guide provides supplementary guidance to support GAO's current policy (contained in Chapter 11 of the Report Manual) that. all chapter format reports will contain executive summaries. It contains instructions for writing executive summaries and includes examples of executive summaries from issued reports, an executive.




	PDF Assignment Types: Reports Executive summaries (business reports)
LEARNING DEVELOPMENT Centre for Teaching & Learning (CTL) Assignment Types: Reports Executive summaries (business reports) Learning Development p: 4921 5350 e: [email protected] An executive summary provides the essential information of the report as a whole.




	20 Executive Summary Examples and Templates (Word
20 Executive Summary Examples and Templates (Word | PDF) Business Executive Summary Examples & Templates When introducing your business to angel investors, stakeholders, and venture capitalists, they won't want to sit through fifty pages explaining why they should work with you.




	How To Write an Executive Summary (With Example)
How To Write an Executive Summary (With Example) Jennifer Herrity Updated July 21, 2023 An executive summary is a section of a larger document that summarizes the main points so readers can quickly familiarize themselves with the material. This can be a useful feature in a lengthy business document or one that many people are likely to review.




	22+ Best Executive Summary Templates & Samples
22+ Best Executive Summary Templates & Samples - PDF, DOC An executive summary must be your best friend because they are very important in a business proposal format or research study for example. A movie with an executive summary also has a synopsis, small business proposal, and research papers.




	Free Executive Summary Template [PDF + Masterful Examples]
Use personal pronouns like "I", "you" and "we" over impersonal pronouns like "they" or "the company. 7. Make sure the summary can stand alone. If you follow the clearly defined structure we've listed above, your executive summary can stand on its own merit. Keep revising the document until you've achieved this goal.




	How to Write an Executive Summary (Example & Template Included)
How to Write an Executive Summary (Example & Template Included) by William Malsam | Jul 21, 2023 Here's the good news: an executive summary is short. It's part of a larger document like a business plan, business case or project proposal and, as the name implies, summarizes the longer report.




	The Report Abstract and Executive Summary
A well-written abstract Considers the readers it will encounter States what was done and what results were found Is concise Avoids vagueness by stating specific results Uses past tense to report what was done Is informative Is self-sufficient and does not refer to the body of the report Makes concrete, useful recommendations




	PDF WRITING ASSIGNMENTS AND PROJECT REPORTS.
Executive summary This is a brief (usually no more than two pages of A4) summary or précis of the key points of the whole report. It includes why you decided on this project topic, the key elements of the investigation and finally, your major Conclusions and Recommendations - effectively, a beginning, middle and end. Remember, this is only a




	How to Write an Executive Summary for an Assignment
An analysis Your recommendations The implementation (if applicable) Your reflection (if applicable) What is the Purpose of an Executive Summary? An executive summary/management summary/abstract is primarily produced for government or business purposes and plans.




	How To Write an Executive Summary for a Research Paper (With ...
For example, a 20-page research paper should have an executive summary no longer than two pages. Executive summaries for research papers explain how to fulfill the objectives of the business while reporting its research study results. A business may perform a research study when it plans to: Open a new location Expand into a new market




	How to Write a Powerful Executive Summary [+4 Top Examples]
Caroline Forsey Published: August 31, 2023 Whether you're an entrepreneur looking for investors for your small business or the CEO of a large corporation, an executive summary can help you succeed and is a critical component for long-term growth. A short, attention-grabbing executive summary is an essential part of your business plan.




	Executive Summary Examples
37+ Executive Summary Samples in PDF | MS Word An effectively structured background or context will be able to stand on its own, meaning it breaks down the topic into informative paragraphs. It contains all essential and relevant information and data that will help the reader comprehend your business report as a whole.




	Business Plan Executive Summary Example & Template
Bottom Line. Writing an executive summary doesn't need to be difficult if you've already done the work of writing the business plan itself. Take the elements from the plan and summarize each ...
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