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Purpose of the Executive Summary





An Executive Summary provides an overview of the main points of an in-depth report.  It should be written in Plain Language for nontechnical people (e.g., corporate executives, Congressional assistants, reporters for trade magazines) who don’t have time to read the main report.  





With this purpose in mind, the Executive Summary has the following characteristics:





It is up to one-tenth the length of the original report, or between 1 and 10 pages long.





It begins with a statement of findings (put the big news first in the Summary).





It condenses the main points as they appear in the report, without getting into the details.





It makes a specific recommendation based on the findings. 





Writing Style





For rules related to grammar, spelling, punctuation, and general form, FRA uses the U.S. Government Printing Office’s (GPO) Style Manual as a guide which is available online at � HYPERLINK "http://www.gpoaccess.gov/stylemanual/browse.html" ��www.gpoaccess.gov/stylemanual/browse.html�.  





About Plain Language





Plain language or Plain English is communication your audience can understand the first time they read or hear it.  The Executive Summary should be clear, effective, and straightforward.  Avoid passive voice, long sentences, and jargon, in other words, “government-ese!”  As stated in the new Plain Language Guidelines for government writing, our readers should be able to: 





Find what they need; 


Understand what they find; and 


Use what they find to meet their needs.





To see how a plain-language approach can improve the readability of a document, compare the example below.





Before: �The following enumerated summary is intended only to highlight certain information contained elsewhere in this report.��After: �This summary highlights information contained in the report.





For more before-and-after plain language examples, visit � HYPERLINK "http://www.plainlanguage.gov" ��www.plainlanguage.gov�.
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