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What is an Executive Summary?
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Common Misconception

The word “summary” can be misleading, and this is the first mistake 
people often make when it comes to writing their executive 

summary. They think that this is where you explain the entire 
proposal in 250 words



What is an Executive Summary?
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The Right Definition

A concise, informational, persuasive piece of writing with the 
principal purpose of convincing the customer that your offer is 

superior to competitor offers



Where and how do you present the executive summary?
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An Executive summary is generally a standalone section 
at the front of a proposal



Where and how do you present the executive summary?
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The main purpose executive summary is to sell your solution 
to the client’s problem



Where and how do you present the executive summary?
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It must be clear and persuasive, outlining why the client should 
choose your company



Where and how do you present the executive summary?
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It should be specific and focus on results



Why do you need an Executive summary?
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Helps evaluators understand the key messages in your proposal



Why do you need an Executive summary?
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Improves your probability of winning



Why do you need an Executive summary?
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Demonstrates that you have a clear grasp of the customer’s vision



Why do you need an Executive summary?
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Highlights your understanding of the customer’s explicit and 
implied needs



Why do you need an Executive summary?
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Showcases your solution to meet the customer’s needs



Why do you need an Executive summary?

13

Gives you a chance to present how much value you offer in 
comparison with your competitors



Key questions you must ask to build your Executive 
summary
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What are the customer’s problems?



Key questions you must ask to build your Executive 
summary
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Why did these problems arise?



Key questions you must ask to build your Executive 
summary
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What results do they want to achieve by solving the problems?



Key questions you must ask to build your Executive 
summary
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Which outcome or result is the most important?



Key questions you must ask to build your Executive 
summary
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What solutions can you, or your competitors, offer?



Key questions you must ask to build your Executive 
summary
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What results will each solution produce?



Key questions you must ask to build your Executive 
summary
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Which is the best solution and why?



How to write an Executive Summary?
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The Opener: Capture their attention

This is the time to hook them in — get them excited about what 
they’re going to read next



How to write an Executive Summary?
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The Need: We get it

Demonstrate your grasp of the situation. Talk about how the client 
will benefit from solving the problem - what will change, the 

positive outcomes, the results



How to write an Executive Summary?
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The Solution: We’ve got it

Explain the solution you’re proposing and why it will work. Provide 
the client with a sense of relief and get them excited about the result



How to write an Executive Summary?
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The Evidence: We can do it

Talk about why your company, your team, or your product is not 
only willing to take this challenge on, but you're qualified to do so



How to write an Executive Summary?
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The Call to Action: Let’s do it

The purpose of the executive summary is to sell. It is now time to 
close the deal

Make the client feel that you are the right choice

Talk about why you want to work with them — a little flattery goes 
a long way — and about how, as partners, you will be successful



8 Steps to build an effective 
Executive Summary
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1. An executive summary is non-negotiable

It helps you connect your solution to the customer’s vision

It allows you to identify the customer’s needs and clearly state how you can 
meet them and what solutions you have for them

It allows you to provide proof for your claims and how you are worthier than 
your competitors

Allows you to summarize what is sometimes a lengthy and technical proposal
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2. An executive summary should always be 
customer-focused

An executive summary should follow the main customer focus principles
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3. An executive summary always use your existing 
sales strategy

This ensures that you avoid the risk mixing your message with your customer
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4. Organize the content to be clear and persuasive

The four-box template is one of the best methods to organize content clearly 
and effectively and make sure that your customer is delivered a successful and 

concise message

30



What is the Four-Box Template?

The four-box template is one of the best methods to organize content clearly 
and effectively and make sure that your customer is delivered a successful and 

concise message
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What is the Four-Box Template?
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Box 1: SUMMARY

Identify the customer’s vision, goals, and problem-areas

Introduce your solution aligning with the above

Build a strategic theme showcasing your theme and introduce it here

33



Box 2: INTRODUCTION

List and prioritize your customer’s requirements

Showcase the key points and risks here

List the customer hot buttons in this box
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Box 3: BODY

Expand on the above customer hot buttons in this box

Present solutions emphasizing on the benefits and results
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Box 4: REVIEW

Justify why you are the right choice in comparison to other competitors

Highlight the difference your solution will make for the customer’s business

Visuals and proof of claims can be included

Restate your overall strategy and summarize your solution
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Four-Box Template sample
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5. Take the four-box method and expand it into a multi-page or 
single-page draft

The four-box method can be expanded either into a 
single-page or multi-page draft, depending on how 

important it is to the customer
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6. Always formulate your executive summary using 
proven methods.

Always choose executive summary methods which have been 
cultivated through decades of consulting and organization 

experience

Things like customer focus, draft reviews with customer coach and 
visual techniques are tried, tested and successful techniques
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7. Follow sound, accepted writing guidelines for your 
executive summary

These guidelines are widely available and include things such as:
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7. Follow sound, accepted writing guidelines for your 
executive summary

Clear proof of claims
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7. Follow sound, accepted writing guidelines for your 
executive summary

Clear statements
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7. Follow sound, accepted writing guidelines for your 
executive summary

Organized customer-focused frameworks 
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7. Follow sound, accepted writing guidelines for your 
executive summary

Visuals
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7. Follow sound, accepted writing guidelines for your 
executive summary

Stand-alone summaries
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7. Follow sound, accepted writing guidelines for your 
executive summary

Brief and comprehensive structures
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8. Always follow the accepted, abbreviated practice when 
preparing the executive summary on short notice

Use the abbreviated procedure when forced to draft an executive 
summary .on short notice
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The Do’s and Don’ts of the Executive 
Summary
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The Do’s of the Executive Summary

Do focus on your client

Do proofread and edit

Do mention your client’s company name

Do use plain language
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The Don’ts of the Executive Summary

Don’t make it too long

Don’t use jargon

Don’t use overly technical language

Don’t talk about your company history
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Sample : Baskar – can you give a real one from your end?
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