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If there is something important you had forgotten, you can addit. Once you have identified your intended
audience, you can then think about what they need to know or do as a result of reading your paper. See the
tables for a selection of different word choices. You must express the sense of the original using your own
words and structures. On the other hand, to write a summary it is necessary to understand a passage as a
whole, and therefore at a deeper level, than when one's purpose is just to answer questions. Identify the place it
was published, as this can help you determine the intended audience. Transition words can help understanding
of the overall structure of a passage. In a summary, you want to identify the main idea of the article and put
this information into your own words. It is also a good idea to turn lecture notes into summaries. A good
summary will consist of the following elements. Most importantly, the main section of the executive summary
needs to stand alone without the reader having to refer to the main body of the report or policy paper. If not,
you can give a short description of the target market. Identify the main idea or topic. You need to provide a
solution that solves or tackles the problem. Steps to be followed in executive summary writing include:
Review the article by reading through it thoroughly and focus on understanding what the author is saying. The
language you use needs to be fairly formal, whether or not the summary is intended for publication.
Summarizing an article can be boiled down to three simple steps. Proper use of executive summary format It
is the format that makes our work appealing to your reader, you have to follow the right format so that the
reader can be able to get your points without straining. State the big problem. The introduction sets the scene,
and explains what the paper is about, including what action needs to be taken as a result. Top Tip A good way
to think about the key content is to imagine meeting your boss or CEO in the car park or at the coffee
machine. Here are a few guidelines on how to write a strong executive summary How to start the executive
summary is very important. Virginia has been a university English instructor for over 20 years. This is because
they hinder the real meaning and they eventually tend to lose meaning and makes the summary appear vague.
Bullet points are a useful form to highlight the key points, and this is where your three to five messages come
in. There are a few instances when you might want to summarize an article. John Wood claims in his ironic
story "Cats Don't Dance" that This can be split into two parts: First categorise the document by whether it
needs action or is for information only. After you have stated your problem provide a solution. We will talk
more about plagiarism later in the course. However, if you want to comment on a piece of writing it is usual to
begin by summarizing it as objectively as possible. What is an executive summary? Any problem needs a
solution this applies on writing an executive summary. Your summary should be as short and concise as
possible. The internet has rewoven the fabric of our daily lives â€” how we communicate with each other,
work and entertain ourselves â€” and become a foundation of the global economy. Stick to the important
points. Think of the thesis of your summary as a caption on a picture. In such cases, it is extremely important
to use your own words, or quotation marks if you are actually quoting, in order to avoid plagiarism.


