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Executive Summary 
Study Guide 
 
 
What is an Executive Summary? 
 
The Executive Summary is: 

• found in many business and research reports, but also in business plans or proposals 
• a summary of the whole report 
• designed to give the reader all of the information about the report in summary format 
• similar to an abstract, but is longer and has more depth 

 
The Executive Summary appears near the beginning of the report but must be written last (once the 
main report has been finished).   
 
It is usually about 5-10% of the total length of the report.   
 
It should be written formally and contain industry terminology. 
 
 
Position in report 
 
The basic structure of a report is presented below.  The Executive summary usually comes after the 
table of contents. 
 

• Title 
• Table of contents 
• Executive summary 
• Introduction 
• Your key findings/information 
• Conclusion 
• Recommendations 
• Reference list 
• Appendices 

 
See the Report Writing Study Guide at https://tafesa.libguides.com/guides for more information about 
creating reports.   
 
Layout of Executive Summary 
 
The Executive Summary can be made up of paragraphs and use bullet points where required.  It usually 
has the following information: 
 

• Aim or purpose of the report 
• Define the problem/issue that has created the need for the report 
• Methods of analysis (how the problem/issue was investigated) 
• Key findings (appearing in the order that they appear in the report) 
• Recommendations (can be bulleted)  
• Limitations of the report (state the limitations of the report and the impact they could have) 
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Example: 
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