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1. Objective

Briefly summarize the purpose and scope of the report. Explain the main objective(s) and what is being
addressed.

2. Key Findings

Highlight the most important facts, insights, or conclusions discovered during the analysis or reporting
period.

3. Analysis & Discussion

Provide a concise overview of analytical observations, significant data points, trends, or relevant issues
influencing the findings.

4. Recommendations

List actionable recommendations based on the above findings and analysis.

5. Conclusion

Summarize the key takeaways and any next steps or calls to action.

Important Notes

e Keep the summary concise and focused on high-level information.

e Write in clear, simple language that is accessible to stakeholders.

e Highlight only critical data, trends, and actionable items.

e Ensure the summary stands alone and is understandable without additional context.

e Tailor the content and focus to the intended audience.



