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Requirements

An executive summary should clearly and concisely summarize the results of an investigation. It 
should be no longer than 1 to 2 pages in length. It should clearly discuss the:

• Problem definition or reason for the investigation
• Key findings or results of the investigation, including possible or probable root causes
• Recommendations, including any that require capital to fix
• Critical risks to people, machine, material, organization, or conforming to the law
• Location and date of the problem or failure, including the city/state

The executive summary should be titled Executive Summary. It should provide critical highlights 
of an investigation in an easy to read format. An executive summary is the first part of an in-
depth written investigation report. Further detail is provided in the report.

The problem definition should be clearly stated in the first line or two. For ease of readability, the 
summary should be in 10 to 12 point font. Bulleted points may be used for a list of items (easy to 
scan and read). Provide sufficient “white space” around the words or paragraphs to make it 
inviting to read (do not write lengthy paragraphs from margin to margin, or cram everything onto 
one page --- break up your paragraphs into smaller ones).

Ensure that your problem statement and recommendations are clear. Use subheadings for ease in 
finding recommendations or other key sections. Double check your facts and numbers, and spell 
check the document. When time allows, draft the summary and put it aside for at least one day 
before editing it. Always ask content experts, team members, or other knowledgeable reviewers 
to review and edit the draft before you make it final.

Writing Tips

Strive for clarity, simplicity, brevity, and humanity (William Zinsser). Read your draft aloud – 
your ear will catch errors that your eyes did not. Allow time for revising (normally). Revision is 
the major work of any writing.

Short is better than long. Use the 25 cent word, not the $2.50 word. Per Stephen King, use 
“kitchen language,” or the language you use when talking with friends in the kitchen.  Avoid 
“weasel words” like “as appropriate,” “very,” or “occasionally.” Use nouns and verbs, not 
adjectives or adverbs. When you write, imagine talking to a friend, not to an enemy. Writing is 
talking on paper.

Answer the following before writing the piece: Who is your audience? What 3 key points do 
you want to make? How would you like to be perceived?  (Buckley School)

Make sure that you have done your homework and understand your topic before writing. You 
can’t write very well about something unless you understand it. 

Assemble your notes in a folder so they are readily accessible, and have them by your side while 
you draft the summary. Force yourself to sit down to write; don’t wait for a muse. 
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