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MIT Department of Asronautics and Astronautics

What is an Exceutive Summary?

An executive summary (required in 621 Version 1IT) is just what it says it is: a summary
of the entite docurmnent directed at the executive ---an intellipent, decision-maker who
may or may not be 4 technical expert, This executive may not read the rest of the
document; s/he has to be able to understand the project based on this one page.

» The executive sunmmary is usually a page or less (although summaries of very long
reports are longer).

= Il is on a separate page,

» Tt appears after the Table of Contents and the List of Tables and Figures and before the
main proposal or report begins.

» It is double spaced.

* [t has no reference citations,

« [t's rare to have graphics n an executive sumimary.

« It summarnizes backpround and significance, key concepls, schedule, budgets, and
conchuding recommendations and/or proposals.

» The language in an execulive summary is for the general, educaled reader, not for the
technical expert.

Suggestion
Wiite the excoutive summary last,

- Ttis not an introduction. It's a entirely separate section of the document that
summarizes the entire report or proposal.
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roaders.

HE Tips:

*  Keep your main points m mind as you write the summary. You do
ot need to include every point in the sumimary, bul ensure that
the major ideas are covered succinetly.

Please Share Your Tips with Us

More Resources:

Contribute to cHow: Things You'll Need:
* Give Us Feedback on This Article  » Word-processing
sollware
* Printer Paper
Related cHows: t (?DIHEU'[?E:I‘E
* Write a Speech T .
Printers

« \Write an Informal Business Letter
* Publicize an Event

Thesaun

* \Write a Business Plan * Report Covers
* Yrite a Pross Release ¢ Bislinnaras

Project Details:
Skill Advisory: Easy

Cuestions Answered and Topics Addressed:
+ How to write an executive sumniary
= What is an executive summary

+ Steps for writing an execufive summary

¥ Check out Thousands of How-To Solutions in eHow's Centers

* Automotive * Cargers & * Computers & Home * Family & * 1
Education Electronics Relationships I
* Food & Entertaining * Health * Hobbics & Games * Holidays & Traditions * 1
* Personal Care & * Peis * Sporls & Fitness * Travel
Style
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e-Business Plan: Business Description

Writing your e-business plan begins now!

Previous lessons in this tutorial have provided background information and emphasized preparation to
write the e-business plan. The business description section of your c-business plan represents the first
aubstantial section vou have to write. This lesson pives you an overvicw of the business description section
with links to additional lessons that assist you in writing your mission statement, goals, and objectives,

The leason outline 1s:

What is the Business Description?
Business Coneept

—-Industry analysis

--Mission statement

--Business goals

--Project objectives

--Value proposition

Products and Services

What is the Business Description?

The business description describes the nature and purpose of the business and includes the firm's mission
statement, goals, value proposition, and description of products and services, The business description
delivers this content in a straightforward and informative manner, but with an upbeat and inspiration tone.
The purpose of the business description is to objectively explain and justify your business idea in a positive
and enthusiastic manner.

The business deseription inclndes two sections with both required and optional content, The business
concept section includes an industry analysis, the mission statement, business goals, value proposition, and,
optionally, the objectives and business model. The products and services section is a concise description of
what the business will sell or deliver to the customer.

Business Coneept

The business concept section gives the reader the big picture about what the business will do and how it
will succeed.

Tndustry analysis: A good way to open this section is with a brief industry analysis. An industry is a group
of businesses that manufacture, distribute, or sell simnilar projects or services. An industry analysis defines
the industry in which the business will operate (e.g., retail, information distribution, financial services) and
uses reliable and objective data to show the [ulure prospects of the industry and, by implication, the

business.

Sources of information for the industry analysis imclude research companies such as Dun & Bradstreet,
Standard & Poor's Investor Services, and the Risk Management Association who publish business
directories and industry surveys, Trade and industry journals publish articles that include quantitative data,
trend analysis, and influential environmental factors that are affecting their respective industry scetors,
These resources will be available in most umiversily libraries.

-8 Q202006 296 PR
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Business Case Box 2
A traditional industry analysis is less critical in a business case because, obviously, the senior
management and board of directors will know as much, or more, than you about the mdustry in which
the company operates. However, there would be no harm in I ghlighting some important industry-based
data, espeeially as it applies to the proposed e-commerce venture.

For example, recently we critiqued a business plan for expansion of a procery store chain into a nearby
city, That plan included historical and projected data on the chain's performance in its current locations,
an extensive description of the grocery market in the new city, location analysis data, assessment of
internal and external environmental factors (e.g., the impact of on-line grocery stores), and a list of
assumptions upen which all the projections were based.

Alternatively, this is an opportunity to write a "company analysis” thal has the same purpose as an
industry analysis, but with the focus on the company. Again, the reader will be extremely well-informed
so everylhing has to be relatively new and applicable o the proposed venture,

Topics that would likely be of interest to business case readers m the company analysis imclude:
_consistency of the electronic commerce opportunily with the company's history and current initiatives
—-an analysis of why the company should adopt this parlicular iniiative instead of other opportunities
__environmental factors in the industry and the company that may positively and negatively impact on
this initiative

Assienment 2: Tdentify the industry within which your e-business will operate and write an industry
analysis. Follow the guidance provided by your mstructor to submit, present, or save this analysis.

Mission statement: With the big industry picture in the reader's mind, narrow the focus to your business,
Afler a few words of introduction, state the mission of your business and provide a brief justification and
explanation about the importance of this mission, perhaps in light of the industry analysis just presented.
Or, in the business case, explain how the c-business initiative will contribute to the fulfillment of the

company's mission (sce Business Case Box 3).

Business Case Box 3
When is a mission statement not a requirement in a business plan? When the business plan is a business
case. The reason why is obvious -- the initiative being proposed is being developed in an organization
that (hopetully) already has a mission staternent, Instead include the company's mission stalement in the
business case and explain how the e-business project will support that mission,

Alternatively, the business case may presenl a "project purpose statemnent” that contains all the .
characteristics of a mission statement (e.g., visionary, broad, short) and is consistent with the company’s |
mission. Being consistent with and supportive of the company's mission slatement 15 crifieal for political |
acceptance of the e-business initiative. :

A miission statement is a declaration of what a business aspires to be. This can be an intimidating cxercise,
especially if your business idea is still being formed in your own mind. It is also an important exercise
because the mission statement appears carly in the plan and is a starting part for defming the business and
writing the plan.

The Mission Statemenl lesson provides explicit instructions to write the mission statement and illustrates
the process with sample mission statements, When you are ready to write vour mission statement, complete
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Rusiness Cese Box 4
The major exception to the don't-include-objectives-in-a-business-plan rule is the husiness case. In the

husineas case much of the uncertainty that is inherent in start-up e-business plans docs not exist, Also,
{he mission and goals of the initiative should be no surprise to the senior management and board of
directors because it is likely they authorized the development of the business case, i

Tnstead, these business case readers are most interested 1n what resources will have to be reallocated or
acquired to carry out the initiative, and what benefits will be reeeived in return, Requirements such as
these inevitably lead to the setling of objectives as part of the business case. Iinally, this is casicr to do
because many of the staff who will be responsible for achieving the objectives are in place.

Sa, unlike most business plans, a business case is likely fo include a sl of specific, measurable, !
action-oricnted, realistic, and time-bound objectives necessary Lo carry out the proposed e-commerce .
| initiative: j

You should scek guidance from your instructor fo determine whether writing project objectives is a
required or optional part of your business plan. If you do need to write some objectives, then the Project
Objectives lesson will assist you. When you are ready to wrile your projecl objectives, complete that lesson
and return here to complete assignment 5,

Assignment 5: Write at least three SMART ohiectives [or each of the business goals you developed in
assipnment 4. The best way to present these objectives in your plan is to make them part of the goal they
relate to. That is, following cach goal statement, list three or more objectives that contribute to the
achievement of the goal. Follow the guidance provided by your instructor to submit, present, or save these

objectives.

Value proposition: So far you have told the business plan reader the answers to the what (mission
statement), how (goals), and when, where, who, and by how much questions (objectives). What's missing?
The answer Lo the why question.

The value proposition describes the benefits that a company's products or services provide to customers
and/or the consumer's need that is being fulfilled. In other words, why should a customer buy your product

or service?

Since the focus of the value proposition is on the customer, the proposition should be stated from the
customer’s perspective. Value propositions (with examples) may be based on lowest cost (buy.com),
superior customer service (amazon.com), reduction in product search (autobytel.com) or price discovery

deal-time.com) costs, product customization (dell.com), or provision ol niche products (anything
lefli-handed).

This is also the "first-best" opportunity to tell the reader who are your customers. Complete information
about your target markets will be covered in the market analysis section, but here you should 1dentify your
primary, secondary, and, if necessary, tertiary target markets.

Assignment 6: Formulate and write the value proposition of your e-business. This should be a paragraph or
two that clearly states the benefits your business will offer to customers and justifies why this 1s an
imporlant proposition for customers and in the marketplace. Follow the guidance provided by your
instructor to subimit, present, or save this value proposition.

- DA 22006 2:40 M
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Finally, in your business concept, include any other important information about the business that you feel
is important for an investor or other business plan reader to know. I'or example:

» Any unique or special features about the business that will appeal to customers or encourdge the

success of the business.

e The legal form of the business: sole proprietorship, partnership, or corporation (optionally, this can
be included in the operations section).

¢ |fthe business is small, then the management plans (Le., who will manage the business and (heir
background) can be included here. IT the business 1s a large one, then management plans are best
included in the operalions section (more information about this is included in the Operations lesson).

o If known and/or important, where the business will be physically located.

s Ifthe business is an existing business, then a brief history and it's current position in the marketplace
can be reviewed.

Products and Services

This section of the business description offers the reader a thorough and straightforward description of the
products or services the business will provide to custorners. ot example, include product characteristics
such as functionality, design, styles, and colors.

The product/service description should be complete enough to give the reader a clear idea of your
products/services, but not overly detailed or technical so the reader is confused or loses interest and
attention. If the product is unusual or not easily described, include a picture or a drawing. If a range of
products or services are being offered, highlight the prineipal one or two and list the rest of the range here
and/or put the full product/service range in an appendix. As much as possible, describe the product or
service from the customer's perspective.

The description should tell the reader what makes your company's product or service different or unique in
(he matketplace. More detail on this will be provided in the competitor analysis section, but a brief
highlighting of product distinctions and key selling attributes here will help the reader understand the
product or service better.

After describing the product or service, tell the reader what benefits the customer will receive from
purchasing the product ar service (e.g., what problem is being solved), This will most likely further explain
the value proposition statement defined carlicr.

Assignment 8 Write a products and services section for your e-business. Follow the guidance provided by
your imstructor to submit, present, or save this product/service description.

Navigation Guide for the e-Business Plan Tutorial
Introduction to the E-Business Plan Tutorial

-Top Ten Resources for Writing an e-Business Plan
Fundamentals of e-Business Planning

Writing a "Read Right" Plan

Execulive Summary

Business Description

--Mission Statement

--Business (Goals

--Project Ohjectives
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EXECUTIVE SUMMARIES COMPLETE THE REPORT

In A Nutshell

s

"Few writers think of the messages they are trying lo communicate in a reporl.”

--Bruce Ross-Larson, Riveting Reports, p. 30

CONTENTS

» Executive Summaries Provide the ssence

e Abstracts Differ from Execu live Summaries

e Hxeculive Summaries Are Called Different Names

» Executive Summaries Briefly Cover Every Main Seclion
o Strong Beginnings Encourage Good Reading

o Four Major Points Emphasize Sunmmmarizing

¢ Tow-To Involves Careful Writing

» [xeculive Summaries Remain Old

-----

[ am indebtad to former students for many of the ideas suggested in (s link.

Executive Summaries Provide the Essence

Executive summaries complete the report, whether an analytical report memo or whatever. Exceutive
summaries are the parts of the reports that are read first. Readers may nol even get to the detail in your
report. They read the executive summaries to see if the rest of the report is worth reading,.

FExecutive Summaries Are Called Different Names

Executive summaries go by so many different names. Sometimes the executive summary is called an
Abstract. You usually find that designation in scientific papers and academic efforts. You can also call the
Exceotive Summary simply a Sumnmary. If you call the Executive Summary a precis, you are probably
misnaming it. A preeis is usually a sentence summary.

Abstracts Differ from Executive Summaries

Abstracts differ from executive summaries, because abstracts are usually written for a scientific or
academic purpose. You see abstracts related to scientific lab reports. You sce abstracts rclated to databases,
where a summary or absiract of the article is given. Abslracts, according to anis Ramey in "How to Write

92000 246 P
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Unscheduled absenteeism reported Lo supervisors as being caused by illness or personal
problems, in some cascs, caused the underlying difficulty with child care. Difficulty with child
care i3 considered to be the third largest cause of absenteeism in the company. Tardiness
provided sufficient cause for nine employces from commuting delays because child care is
mconveniently located.

For this selected sample, respondents support and prefer care to be loeated at or near work.
Child earc programs can be an effective management tool that serves the poals ol both the
company and the program participants as well. Company centers are one of the more
expensive options for employers, but these centers represent the grealest potential for solving a
wide variety of child care needs if properly designed.

Sctting up a dayeare program on site at B, Insurance Company can be accomplished as a
non-profit organization with a board of directors consisting of parent and company
representatives.

Comments; The provious execulive summary is well written, but it has some flaws that should be noted. Tn
{he Analysis ("For this selecled sample . . ") the point should be more strongly driven home aboul parental
involvemenl. That will further make the Decisions or Recommendations ("Setting up . . ") stand oul, OF
course, many sentences that have "is" and "are" need power verbs. For example, the sentence staring "The
scope of this report is . . .," could read: "This report concerns B. Insurance Agency located in Thousand
Qaks and its altempts to establish a daycare center.

Notice how the writer has cleverly mentioned over half by saying in parentheses, n=14. Did you note that
the execulive summary did not start with the question? It starled with the theme and perspective to prepare
the reader for the problem question. Did you read how strongly worded and clearly stated was the problem
question? The problem question still remains the heart of the report, including the eXCCUtive SUmITaTyY.

All main sections of the report were covered in the previous executive summary. Only the major

percentages of significance were included in this execulive summary. The reader can look at this executive
summary without even reading the report.

Strong Beginnings Encourage Good Reading

Execuiive summaries demand special attention. The first sentence must grab and keep the reader. You
canmot afford to starl your executive summary with one of the following approaches:

¢ 'The purpose of the report
» The problem question
o All kinds of background to the report,
The cxeculive summary demands your best thinking.

Four Major Points Emphasize Summarizing

When you complete your executive summary, you have one more summary to wrile. You start with
an introductory sentence, such as:

QF12/2006 Z:46 Fiv
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o You underline key passages.
o You think how the report wall look on paper.

Now, you have the daunting task of writing the actual execulive sunumary, 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 yoursell these queslions:

a

Did I pinpoint the essence of the message?

Did I understand the problem, the real problem?

Did I state the idea as a symptom and as a purpose?

Was [ sure T erasped what the reader must find in the entire report?

a

5}

x]

Tt is mol unwise to group items together in paragraphs. For example, the first paragraph of your
execulive summary can have the problem and the purpose. In the second paragraph you can explain
the scope, limitations, and the procedures. You may wemt to devole a separate paragraph to the
procedures.

When you write the Considerations or Findings, concentrate on the major findings. Make sure vou
stress just numbers and no conclusions or ceneralizations 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.

When you reach the Analysis or Conclusions, concentratc on the generalizations. Take apart the
message. Look carcfully al each bullet or number and say: Is that important? Upon reaching the
Decisions or Recommendations, talk about speeifics. Tell what you want the company to da, based
on the datia. Tell what you want individuals to do, Then, ask yourself: Have Lwritten the report i
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?

Fxecutive Summaries Remain Old

One always thinks reports and report writing are a relatively new phenomenon. Histary leaches us a
different lesson, During the Manchu Dynasty (called by the Chinese, Qing Dymasly)in 1729-30, an
incident of treasonous consequences happened. 1t started with a treasonous lelter and built to three
secrel reports wrilten by General Yue (pronounced Yu-a) in Human. The Emperor, Yongzheng, who
ruled from Beijing, received these secret reports by special military messcnger and in special boxes.
These reports conformed to a certain format, Thus, begins our story.

General Yue was approached one day while riding in his sedan chair by a mysterious messenger, The
messenger handed General Yue a letter; the messenger was promptly detained. General Yue became
bathered as he read the contents in his office by the signature of Summer Calm, the Leaderless
Wanderer of the Seven Seas. You think about e-mail signed now with emoticons and psendonyms?
You think about chat lines with made-up aliases. Who was this Summer Calm? The messenger was
interrogated, first politely and then with torture. The messenger was interrogated, because the letler
contained libelous comments against the Emperor and accused the Emperor of not caring about the
people. General Yue began to make out his first secret report to the Emperor. In the secret report the

General followed this format;

o introductory title to show the confent
o main points sequentially arranged

QITZZ00G 244 P
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You may want to check the home pages for further help and additional linds, Don't forget to check
the analylical report memo link.
{(c)G. Jay Christensen, 15897

Last updated Friday, September 4, 2002

- S/1242006 246 PM
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CHAPTER 11 Spedial Transforme

Autbtransformers, current
tcansformers and high leakage [reactance
transformers are discussed in this chapter to give
the student an idea of the many industrial
applications of transformers. The dozens of
photographs and technical details provide a
visual appreciation of these important devices.
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Figure 11-2 Single-phase pole-mounted distribution transformer rated: 100 kVA, 14.4 kV/240 V/120 V, 60 Hz. q o
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Gas discharge V-| characteristics look like nothing you will
ever encounter from a semiconductor device:
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FIGURE 2: A photograph of the cold crucible
with labels that indicate the direction of
current in th ext rqal coil and sections.
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Figure 12-9 Three-phase transformer for an electric arc fumace, rated 36 MVA, 13.8 kV/160 V 10 320 V, 60 Hz. Th

g secondary voltage
is Wm 160 ¥ to 320 V by means of 32 taps on Ee pnmary winding (not shown). The three large busbars inmmg
deliver a current of 65,000 A, Other Characterstes: IH‘lpEEHnCE: 3.14%:; diameter of each leg of the core: 711 mm; overall height of core:
3500 mm;: center line distance between adjacent core legs: 1220 mm. (Courtesy of Ferranti-Packard)
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FIGURE 3: This photograph illustrates
the asymmetry in the melted charge
held in place with magnetic fields.



