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Executive	summary	example	research	report





Purdue	University;	Writing	Executive	Summaries.	73-80;	Christensen,	Jay.	California	State	University	Northridge;	Executive	Summaries.	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	to	Change	the	World"	blog;	Keller,	Chuck.
Combine	the	Information	Use	the	information	gathered	to	combine	them	into	an	executive	summary	that	is	no	longer	than	10%	of	the	original	document.	(New	York:	Oxford	University	Press,	1997),	p.	Successful	Writing	at	Work.	How	to	Write	an	Executive	Summary.	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.	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.	If	necessary,	selectively	incorporate
bullet	points	for	emphasis	and	brevity.	"Writing	Recommendations	and	Executive	Summaries."	Keeping	Good	Companies	64	(June	2012):	274-278;	Vassallo,	Philip.	This	will	better	prepare	you	for	how	to	organize	and	summarize	the	study.	Always	note	that	your	audience	[or	audiences]	are	likely	seeing	your	research	study	for	the	first	time.	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.	Bailey,	Edward,	P.	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].	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.	The	Writing	Lab	and	The	OWL.	Isolate	the	Major	Points	Within	the	Original	Document	Choose
which	parts	of	the	document	are	the	most	important	to	those	who	will	read	it.	Texas	A&M	University;	Green,	Duncan.	Writing@CSU.	If	necessary,	be	sure	to	consider	the	types	of	audiences	who	may	benefit	from	your	study	and	make	adjustments	accordingly.	435-437;	Moral,	Mary.	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.	The	best	way	to	avoid	a	disorganized	or	cluttered	executive	summary	is	to	write	it	after	the	study	is	completed.	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.	Be	sure	to	target	readers	who	are	likely	to	implement	the	recommendations.	You	should	paraphrase	information	from	the	longer	document.	"Executive	Summaries:	Todorovic,	Zelimir	William,	PhD.	Magazine,	September,	15,	2010;	Kawaski,	Guy.	Take	notes	as	you	go	along,	highlighting	important	statements	of	fact,	key	findings,	and
recommended	courses	of	action.	University	of	Maryland;	Kolin,	Philip.	Use	Strong	and	Positive	Language	Don’t	weaken	your	executive	summary	with	passive,	imprecise	language.	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.	"Writing
an	Executive	Summary	That	Means	Business."	Harvard	Management	Communication	Letter,	2003;	Executive	Summary.	Separate	the	Main	Sections	Closely	examine	each	section	of	the	original	document	and	discern	the	main	differences	in	each.	By	taking	some	time	before	re-reading	it,	you	allow	yourself	to	see	the	summary	with	fresh,	unbiased
eyes.	Effective	Writing	Center.	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].
Once	convinced,	it	is	assumed	that	the	full	document	will	provide	the	details	needed	to	implement	the	recommendations.	10th	edition.	University	Writing	Center.	Always	follow	the	same	strategies	for	proofreading	that	you	would	for	any	research	paper.	Check	to	make	sure	that	the	summary	will	make	sense	as	a	separate	document	from	the	full
research	study.	Colorado	State	University;	Clayton,	John.	The	Plain	English	Approach	to	Business	Writing.	Note	that	the	recommendations	are	sometimes	quoted	verbatim	from	the	research	study.	Clarity	in	Writing	One	of	the	biggest	mistakes	you	can	make	is	related	to	the	clarity	of	your	executive	summary.	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.	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.	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.	"Stay	Healthy	with	a	Winning	Executive	Summary."	Technical	Communication	41	(1994):	511-517;	The	Report	Abstract	and	Executive	Summary.	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.	Writing	an	Executive	Summary.	Oxfam’s	Research	Guidelines	series;	Guidelines	for	Writing	an	Executive	Summary.	(Boston,	MA:	Cengage	Learning,	2013),	p.	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.	Inc.	The	Art	of	the	Executive	Summary.	Astia.org;	Markowitz,	Eric.	How	you	word	this	will	likely	differ	depending	on	your	audience	and
what	they	care	about	most.	Executive	Summaries	Complete	The	Report.

2018-4-2 · An	executive	summary	is	a	component	of	a	business	document	(for	example,	business	plans	and	project	proposals)	or	research	documents	used	in	academia,	government,	and	the	healthcare	industry.	The	goal	is	to	summarize	the	important	information	found	in	the	rest	of	the	document	and	is	often	listed	in	the	table	of	contents	as	a	separate
section.	2019-8-27 · In	this	summary,	managers	should	lay	out	an	overview	of	what	was	monitored	for	the	report,	including	the	number	and	locations	of	monitored	servers,	workstations,	and	devices.	Don’t	neglect	to	request	information	about	what	wasn’t	monitored	—	it’s	important	to	identify	gaps	in	the	SOC’s	field	of	view,	so	that	strategies	can	be
...	2021-5-20 · Back	How	To	Write	an	Executive	Summary.	An	effective	executive	summary	can	mean	the	difference	between	a	client	win	and	the	recycle	bin.	It's	arguably	the	most	valuable	component	of	any	business	proposal,	but	many	people	get	confused	when	it	comes	time	to	put	pen	to	paper..	An	executive	summary	is	not	actually	about
summarizing	at	all;	it’s	about	selling.	5.2	Executive	Summary	and	Abstract	An	Executive	Summary	is	a	short	document	that	details	the	results	of	a	laboratory	experiment.	It	may	appear	as	a	stand-alone	document	or	included	within	a	longer	report.	The	reader	should	be	able	to	quickly	read	it	and	obtain	important	results	and	conclusions	from	an
experiment.	2021-8-4 · An	executive	summary	is	a	preface	to	a	larger	business	document	such	as	an	annual	report,	business	plan,	or	whitepaper,	succinctly	summarizing	the	key	discussion	points.	Effectively,	an	executive	summary	offers	a	“preview”	of	the	content,	so	that	the	reader	could	form	a	baseline	opinion	about	the	contents	prior	to	diving	into
a	deep	reading	...	2021-6-28 · Executive	summaries	for	research	papers	and	reports.	If	you	are	writing	a	summary	for	a	research	paper	or	report,	you’ll	need	to	use	a	modified	executive	summary	formula.	A	research	summary	should	include:	A	section	that	discusses	the	background	and	history	of	the	research,	including:	What	was	the	impetus	for	the
research?	Report	executive	summary	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	template:	Introduction;	Brief	description	of	your	company;	Analysis	findings;	Why	these	findings	matter;	Conclusion;	Here's	an	example:	​	2021-8-
12 · Writing	an	Executive	Summary.	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.	2021-12-31 · During	your	academic	education,	you	might	be	assigned	numerous	assignments,	for	example,
management	reports,	in	which	you	need	to	write	an	executive	summary.But	first,	let’s	dive	into	what	exactly	an	executive	summary	is.	This	term	is	that	particular	section	that	summarises	the	complete	report,	allowing	your	professor	to	understand	what	the	report	is	about.
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