Executive Summary

Document Title:

Insert the title or subject of this executive summary document here.

Purpose

Briefly describe the reason for preparing this executive summary. State the main goal, such as providing a high-level
overview of a report, proposal, business plan, or project.

Key Findings / Highlights

e Summarize primary insights or conclusions.
e List crucial results, discoveries, or accomplishments.

e Highlight statistics, trends, or other data points as needed.

Recommendations

e QOutline recommended actions or decisions.

e |ist next steps, strategies, or suggested solutions.

Conclusion

Provide a concise closing statement that reinforces the importance of the summary and its implications.

Important Notes about Executive Summary Documents:

Should be concise and easy to understand for busy stakeholders.
e Focus on key points, not exhaustive detail.

e Usually written last, after the main document is complete.

Should enable the reader to grasp main content without reading the full report.

Maintain objective, professional tone.
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