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Executive Summary
		Executive Summary is an integral piece that gives a summary of a document or inquiry (Greenhall, 2010). Executive Summaries are the main part of the document that the reader will go through to decide whether an activity is justified on a specific thought. Executive Summary should have the following steps. Step 1; It should start with an eye-catching opening. The opening should create an attraction for the reader to read more. Step 2; define the issue. They are expressing the issue or objective for the plan that is proposed. Step 3; describe the arrangement and the anticipated results. This means what the summary will tackle the problems expected. Step 4; Provide proof that you can deliver by using past proven experiences. Step 5: Includes a source of inspiration; awards or achievements in the past.
An Executive Summary Should Address the Following Primary Concerns
Reason: The purpose of the report and the impact on the board. The reason for the report should be well outlined.
[bookmark: _GoBack]Issue: What issues or challenges need tending to? Why is it an issue? Why are you where you are currently?
Issue Analysis: What can be changed or improved?
Consequences of investigation: What are the consequences of the investigation? What did you find while looking into the issue? In what manner will you accomplish your suggestions? What move can be made?
Recommendations: What can you do to report this subject? How will you accomplish your suggestions?

Things That Should Not Be Included In an Executive Summary
		An abstract should not be included in an executive summary. It should not have an outline or a casual group of highlights. It should not be extensive, be short and precise to be easily understood. 
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