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The EXECUTIVE SUMMARY

The Executive Summary is an important part of the FINAL PROJECT REPORT.  It appears right after the ABSTRACT in the final document and is intended to provide a “reader’s digest” of the entire report in a few pages for the benefit of readers who do not have time to read the entire report, but need to cut to the chase and quickly get the essence of your project in a nutshell.  It should therefore contain a little bit of every chapter in your paper, with an emphasis on results, analyses, conclusion and recommendations.  It should also contain key graphics that express the most fundamental aspects of your report.  Here is a traditional schematic breakdown of the elements of a typical Executive Summary:

1) INTRODUCTION + BACKGROUND (½ a page)
Start with the rationale for your project (why it is important and why you did it)
Add short versions of Moves 3 and 4 of full Introduction
2) METHODOLOGY (½ a page)
Basically Move 5, 
plus list of Objectives
plus one-sentence summaries of methods associated with each objective
Map of study area with as much information about scope of project as possible
3) RESULTS (Max. 2 pages)
Start with big picture (total number studied, sample sizes, response stats)
Key graphics (Killer graphs) with accompanying text
4) ANALYSIS (Max 2 pages)
Key Graphics with accompanying text
5) CONCLUSIONS + RECOMMENDATIONS (Max 2 pages)
Quick-reference guide to the bottom-line and upshot of your project
CONSTRUCTION of EXECUTIVE SUMMARY
The above elements can be organized as a simple sequence mirroring the chapters in the report (i.e. in the order listed above), or they could be re-organized around the CONCLUSIONS and RECOMMENDATIONS, which may be a more powerful way to convey the bottom-line to a hurried reader.  This latter approach to the organization of the Executive Summary, would look like this:

1) INTRODUCTION + BACKGROUND + APPROACH (Max 1 or 1½ pages)
Start with the rationale for your project (why it is important and why you did it)
Add short versions of Moves 3 and 4 of full Introduction
Move 5, plus list of Objectives
Map of study area with as much information about scope of project as possible
Give big picture of Results/Analyses (total number studied, sample sizes, response stats)

2) CONCLUSIONS (Methods + Results/Analyses)+ RECOMMENDATIONS
(Max 6-7 pages)
Enumerate conclusions and support each with its respective key results/analyses
Accompany each conclusion with supporting key graphics and explanations about the Results/Analyses that led to that conclusion
Provide recommendation(s) right after the related conclusion(s)
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