
STRUCTURING YOUR 
EXECUTIVE SUMMARY 

COMPELLING INTRODUCTION: 
The opening statement is your chance to grab the reader's attention from the beginning. It should be 
captivating and thought-provoking, compelling the reader to continue with interest. You can achieve this 
with a powerful statistic, a thought-provoking question, or a concise summary of the problem you intend 
to address.

PROBLEM STATEMENT:
Once you have captured your reader's attention, it's time to delve into the heart of the matter. Begin by 
clearly stating the problem that your proposal aims to solve. Use straightforward language and provide 
a concise overview of the issue at hand. Avoid jargon or overly technical details at this stage.  

SOLUTION PROPOSAL:
After introducing the problem, seamlessly transition into presenting your solution. Make it easy for the 
reader to connect the dots between the problem and your proposed solution. Briefly explain how your 
approach addresses the identified issue and why it is uniquely suited to tackle the problem. Be clear 
and direct in your presentation.

BENEFITS AND IMPACT:
Highlighting the benefits and impact of your proposal is essential to emphasize the value you o�er. 
Explain not only the tangible benefits but also the intangible ones. Paint a vivid picture of the positive 
outcomes your solution will bring, both for the client and the community or stakeholders involved. 

PROVIDE PROOF POINTS:
To establish your credibility and reassure the reader of your competence, briefly touch on your expertise 
and qualifications. Mention relevant key experiences, successful projects, and certifications that 
demonstrate your capability to execute the proposed solution e�ectively. Keep this section concise, as 
the focus should remain on the solution and its benefits. 

CONCISE CLOSING SUMMARY: 
Conclude your Executive Summary with a strong closing paragraph that leaves no doubt about why 
your company is the right organization to execute the project. Reiterate your understanding of the 
project's deliverables and the value you bring to the table. End on a confident note that reinforces the 
message that your proposal is the best choice.

IMAGE AND APPEARANCE: 
Finally, is the Executive Summary visually appealing and well designed? 
Do graphics have the intended impact?

Structuring your Executive Summary 
e�ectively is crucial in winning over your 
audience and distinguishing your proposal 
from the competition. The following are key 
structural elements of a well-organized 
Executive Summary that will leave a 
memorable mark. 
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