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Executive summary
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Executive summary is a term used in business for a short
document that summarises a longer report, proposal or group of
related reports in such a way that readers can rapidly become
acquainted with a large body of material without having to read
it all. It will usually contain a brief statement of the problem
or proposal covered in the major document(s), background

information, concise analysis and main conclusions. ltis intended
as an aid to decision making by business managers.
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An executive summary differs from an abstract in that an
abstract will usually be shorter and is intended to provide a

neutral overview or orientation rather than being a condensed
version of the full document. Abstracts are extensively used in
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academic research where the concept of the executive summary
would be meaningless.
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An executive summary provides in brief a business idea or

business plan and is designed tc give the reader a flavour as

to what the larger document is about. The aim of the executive

summary is simply to entice the reader in to reading the complete

business plan.
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Typically executive summaries will be 34- pages in length

and will represent a distillation of the key points of the business
plan.
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Why do | need an executive summary?
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A business plan is a vital document for all businesses. The
purpose of business plans vary but if your business plan is
designed to achieve a particular goal e.g. secure funding you'll
need an executive summary.
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in an increasingly time pressed world, with a myriad of
competing demands on peoples time, the executive summary is
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the first port of call for those seeking to review a business plan.
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If the executive summary is sufficiently compelling it is likely
the reader will read further. To that end the executive summary
must marry the need to be succinct along with the need to contain

sufficient information to portray the opportunity in as positive a
light as possible.
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Where would | see an executive summary?
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The executive summary is a component of a standard business

plan. Typically the executive summary is the last element to be
written yet is located at the start of the business plan.
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What should the executive summary contain?
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The executive summary is basically a shorter version of the
business plan. It should contain the main sections of the business
plan with only 1 -2 lines under each heading.
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The abstract / executive summary should summarise:
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-The background to the problem

-The purpose of the report sapaadl (s e yadl-

ol gl kel Caagll /e Jomeal! Jaudl Caiia-
-the goal of the work reported on / the scientific or commercial
objective
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-brief details of the approach, procedure and/or methods
Slalasg Yl gl /5 dagll piluitl-

-important results and/or findings

-Conclusion(s) Sl o
-Recommendations Sl gl -
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The information included in the abstract or executive summary
will, however, depend largely on the information that has been
included in the report: for example, if the report does not provide
recommendations, no recommendations will be outlined in the
abstract/ executive summary. The abstract or executive summary
should not just be an outline of the points to be covered in the
report with no detall of the analysis that has taken place or
conclusions that have been reached.
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The purpose of the executive summary of the business plan
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is to provide your readers with an overview of the business plan.
Think of it as an introduction to your business. Therefore, your
business plan’s executive summary will include summaries of:
aloas ol /g clilonzia Liguaia DS LA oy
-A description of your company, including your products and/

or services
-Your mission statement (Al uagd) W€ 18 e b
-Your business’s management llac 5,50 3,101~
-The market and your customer eliMac g Sgeell-
-Marketing and sales cibandly Sugnnll-
-Your competition llae 35000 Aaldl-
-Your business’s operations b inl sllee 3,500 olles -
-Financial projections and plans Al dalasdly ole g all-
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The executive summary will end with a summary statement, a
“fast kick at the can” sentence or two designed to persuade the
readers of your business plan that your business is a winner.

How to Write an Executive Summary
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An executive summary previews the main points of an in-depth
report; it is written for nontechnical people who don't have time
to read the main report. The executive report contains enough
information for a reader to get familiarized with what is discussed

in the full report without having to read it. Here is how you write
an executive report.
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Plan to create a summary each tirﬁe you write a business
report not exceeding four pages. Write the summary after you

write the main report, and make sure it is no more than 110/ the
length of the main report.
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List the main points the summary will cover in the same order
they appear in the main report

Step 3 ¥ sgdaadl
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Write a simple declarative sentence for each of the main points.
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Add supporting or explanatory sentences as needed, avoiding
unnecessary technical material and jargon.
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Read the summary slowly and critically, making sure it conveys
your purpose, message and key recommendations. You want

readers to be able to skim the summary without missing the point
of the main report.
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Step 6 Li, " aml
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Check for errors of style, spelling, grammar and punctuation.
Ask a fellow writer to proofread and edit the document.
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Ask a nontechnical person - for example, your parents or your
spouse - to read the document. If it confuses or bores them, the
summary probably will have the same effect on other nontechnical
readers.
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A mission statement is a formal short written statement of the
purpose of a company or organization. The mission statement

should guide the actions of the organization, spell out its overall
goal, provide a sense of direction, and guide decision-making.
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older sample mission stalements g

that are quite grandiose

ale Joboes 5¥93 (b 125 ez 36,5 pueal (1990) Wal-Mart
“2000
Wal-Mart (1990) “Become a $125 billion company by the year
2000"
a3 )guall il 5 ,es SV S A c__.,a;” (1950 uze) Sony
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Sony (1950’s) “Become the company most known for changing
the worldwide poor-quality image of Japanese products”
2t Ford: (1 djin (e il o2l lay) Ford Motor
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Ford Motor Company (early 1900's) “Ford will democratize the
automobile”
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One-line mission statements
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Wal-Mart “To give ordinary folk the chance to buy the same
thing as rich people.”
511 8 pgams Jm o] U1 AL S Ja” M3
3M “To solve unsolved problems innovatively”
44 =1} .
o) aaw Ll Jusu ol Walt Disney
Walt Disney “To make people happy.”
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Mission statements more than one-line
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Amazon "To build a place where people can come to find and
discover anything they might want to buy online”
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Cokacola “Everything we do is inspired by our enduring
mission”:
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To Refresh the World in body mind, and spirit.
To Inspire Momems of Opt|m|sm through our brands and our
actions.
A2 1o g 1S gl B e Sl s 2ad Gl
To Create Value and Make a Difference... everywhere we
engage.
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EXecutive Summaries Complete ""’
___The Report of A Business Plan
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Executive summaries complete the report, whetherananalytical
report, memo or whatever. Executive summaries are the parts of
the reports that are read first. Readers may not even get to the

detail in your report. They read the executive summaries to see if
the rest of the report is worth reading.
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Strong Beginnings Encourage Good Reading
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Executive summaries demand special attention. The first

sentence mustgrab and keep the reader. You cannot afford to start
your executive summary with one of the following approaches:

22l (pa o il
The purpose of the report.
ASEL S5
The problem question.
il auals plgil S

Al kinds of background to the report.
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The executive summary demands your best thinking.
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Four Major Points Emphasize @4
sSummarizing

LY il Salil panle cbd 56 giuaiil! dlalls g0 Laie
Jie o L) Al 15 i)
When you complete your executive summary, you have one
more summary to write. You start with an introductory sentence,
such as:
o3l pa Sl Al Loz
The following points are ascertained from this report:
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You are now faced with what to write. You can have only four

major points of your entire executive summary. | would urge you
to write the following:

caty el Julos o 2 laiad
one major conclusions or analysis.
g bl 152 5 dnags
one major recommendation or decision.
i ys Lag SN e Lo e L&
something about the problem and what you studied.
oty anlad sl o sLaacl
one major consideration.
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Now, take the following example and tell how the writing could
have been improved.
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.. .With current personnel and five days of awareness meetings
on the importance of collections as well as monthly updates,
the company can certainly achieve a fail-proof collections
department.
caatd) Aa you AendS Aclis
Quick growing service industry
guaidt 3aalt Sabls e 2 5 A e S iasd
Proper collections prove to increase cash flow.
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Eliminating customer loopholes

it 2 gl oottt g e abol diass

1 1 3 EL',:J wzea 2 uapl avsglt 4 led

R P P



Five days with monthly update seminars in-house
e bl (s al€all ol 36,50 M) Rl cibomgmasl ks
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By setting up the proper corréction at minimal cost to the
company, past-due collections can be virtually eliminated.
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You now have told the essence of the report. You have written
a summary within a summary. You have told the essence of your
report in case the reader never reads every word of the summary.
You bullet the main points to make them stand out. You indent
them for the same reason. You have given your reader something
to think about.
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How-To Involves Gareful Writing \
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When you face writing an executive summary, how do you go

about the task. You read over the entire report several times. You
carry out some of these activities:
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You mark in the margins of the report.
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You underline key passages.
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You think how the report will look on paper.
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Now, you have the daunting task of writing the actual executive

summary. You think of your first sentence. It must be the best sentence

you have ever written in your life. You must grab the reader to peruse
the entire executive summary. Ask yourself these questions:

Tl e e Liblu sgunl cuall s
Did | pinpoint the essence of the message?
Saa aantl alCAN L ASAL ciage o
Did | understand the problem, the real problem?
St s poe Lasliely 3,84l oS o
Did | state the idea as a symptom and as a purpose?
SOLalS ppal o ookl a1 130 cya i g
Was | sure | grasped what the reader must find in the entire
report?
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It is not unwise to group items together in paragraphs. For
example, the first paragraph of your executive summary can
have the problem and the purpose. In the second paragraph you

can explain the scope, limitations, and the procedures. You may
want to devote a separate paragraph to the procedures.
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When you write the Considerations or Findings, concentrate
on the major findings. Make sure you stress just numbers and no
conclusions or generalizations as you are writing. Force yourself
to only think of the data. Make sure you cover every major part of
the Considerations so the report has cohesion.
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When you reach the Analysis or Conclusions, concentrate
on the generalizations. Take apart the message. Look carefully
at each bullet or number and say: Is that important? Upon
reaching the Decisions or Recommendations, talk about
specifics. Tell what you want the company to do, based on the
data. Tell what you want individuals to do. Then, ask yourself:
Have | written the report in miniature? Could someone look
at this report and tell the essence of the message? Could
someone read this summary and not read the report? Has the
message been distilled?
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Executive Summary Tips, ¥
Do's, and Don'ts \

Here are some tips on how to write your executive summary
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Do>s and Don'ts of the perfect Executive Summary:
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Be persuasive (your executive summary format should follow

the specific application rule, unveiled in your FREE Executive
Summary Template).
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Don't be demonstrative {don’t focus on features).
psbaall Biies Jores gipalall ulails S|
Write your executive summary with active-voice sentences.
Sl Bl Besmia Bu93 Walll (5585 5l e Jaala
Keep a strong, enthusiastic, and proactive language.
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Convert passive-voice sentences as much as possible.
$aB ale jrte Lol 3 o wind 5 ucndy Uasins Slaa 81
Write simple, short sentences intended to be read by an
executive.
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Keep your executive summary short (1 page for every 2050-
pages).
[ SIead akle Al gl LB I Ll Eaaii Blmsl, K
Write your executive summary from an executive summary
template and sample.
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Don't provide unnecessary, technical details, remember, an
executive should be able to read it.
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Avoid excessive jargon, and write the definition first.
Al e lgas Oglu¥l @Byl i gl slas] s
Correct speliing, punctuation, style, and grammar errors.
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Write primarily for your customer, not for yourself (use their
organization’s name more often than yours), so don't start with
a description of your organization.
W & e o) e sy (SG19alt) cllias (e Lolud S
Write primarily about your customer (benefits), not about you or
your company.
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