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Executive and Company Summary

-

1. 1 Executive Summary

@ warm up
Direction: Please first try to express these sentences in
English , and then read about our introductions and Jfind their
corresponding English expressions in bold and underlined

letters in the examples we provide later.

L RATETE RIRA H AR A T 1A BG4S K T
EAREHETHK TR,

B Expressions for Reference

significantly: ady. in an important manner, with significance ;

meaningfully.

2. HATEBA H A 74 7= B RATIF & 5 2o4s 5
TR
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[ Expressions for Reference ;
currently: adv. presently, at this time, most recently.
feature: n. a distinctive attribute or aspect.

3. X i B FE T R AR H A RTR A

I Expressions for Reference

potential: adj. possible, capable of becoming, able to be.

promising: adj. showing great potential.

4. FRATHYE HR P B\ BR A FE T B LB A BE T & 5 T
AHRIBAIE ST

5 BAIF/RM 120 AET, BESBRTREIE ™.
EhmEEMTm ST, UREHEAME ¥ I
i o

! Expressions for Reference

overhead: adj. of general expenses; general.

NVhat is an executive summary?
—— - - .

The easiest way for us to understand an executive
summary is to view it as an abstract. What is presented
here may be elaborated later in other parts of the business

2
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Chapter 1 Executive and Company Summary

plan, and what we need to do here is just to give an outline
and include the main points here, so that the readers can
judge for themselves whether they are interested in reading
more about this business plan. And by doing so, we are
saving the readers’ time and preparing them for the upcoming
content.

And when we know what an executive does, we may
understand it is believed that this would be the single most
important part in the whole business plan. The worst result
for a poorly written executive summary is that the readers
lose their interest, and the whole business plan will not be
read at all.

What should be included in an executive summary 2-

When we know that an executive summary is an
outline of what will be presented later in the business plan,
it will be easy for us to figure out what should be included
here:

® A description of your company, including your products
and/or services.
® Your mission statement.

The market and your customers.

Marketing and sales.
® Your business operations.

Financial projections and plans.
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A summary statement.

Since most of the information here will be talked about

in greater details later in the business plan, then how can
we write this part in a different way from the business plan
itself? Then let’s take a look at the principles for us to write
an executive summary.

@

What are the principles in writing an executive

summary ?
-

Put yourself in your readers’ place: you are writing an
executive summary think of the executive summary
as an advance organizer for the reader; And after
finish writing the executive summary, it would be
better if you can show it to someone, and ask about
their comments and suggestions.

Control the length of the executive summary: Limit
the length of your executive summary to no more
than 2 to 3 pages and stick to the facts. Investors are
searching for evidence that justifies the soundness of
your opportunity, and that gets them excited about
what you intend to achieve.

Keep your language strong and positive: the language
you use in an executive summary should be motivational
and inspirational. And the language should be used
to leave a deep impression for the readers so that they
can see the big picture.
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Chapter 1 Executive and Company Summary

s Focus on the opportunity you are presenting your
investor and explain why it is special.

e Use clear and concise expressions: you should not
sound confusing in this part; neither should you send
out some complicated information that is difficult to
follow.

e Make certain that the opinions and claims in your
executive summary are fully supported in the other
sections of your business plan.

 An example of executive summary

The notes in bold letters are used to signify what each
part is about; you surly do not have to include them in
your own executive summary.

[ Company history | Development of PDAware™ Project
Management Software began in July of 2000 and the first
version was released for beta testing in January 2001.

[ Company mission and vision | It was developed to

significantly improve the way today’s workforce manages
projects. With the rapid growth of PDA ( Personal Digital
Assistant) use, the product offers tremendous advantages

to professional project managers, as well as the thousands
of other workers assigned the responsibility of managing
projects every day.

| Market positioning | PDAware will be positioned as a
high-end software package that enables project managers to

5
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review, maintain and synchronize their project data via
wireless technology.
[ Market competition ] There is currently no other company

that produces this type of software with the management

features we’ve developed.

| Marketing strategy mix | It will be packaged and sold in
retail markets where PDAs are sold, sold through traditional
online software vendors, sold via the PDAware company
website, sold via targeted direct mail campaigns, and also
sold through cooperative agreements with leading PDA
manufacturers.

| Market trend | The potential market for the product is

very promising. Palm™ Computing had sold over 8 million
units as of August of 2000 with an estimated 12 million
total units in the market from all manufacturers.

| Financial Plan | Our financial projection for Year 1 is a
net loss after taxes of $174,000. Year 2 is projected at a
net profit after taxes of $1,019,031. Year 3 is projected
at a net profit after taxes of $1,165,987.

| Operational and management plan ] The Management

Team members have strong backgrounds in both computer

hardware and software development. The CEO was the

former Business Development Officer for XYZ Company ,
the VP of Product Development was formerly the Chief
Software Engineer with ABC Company, the VP of Finance

6
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Chapter 1 Executivé and Company Summary

was previously Controller for CDE Widgets, and the VP of
Marketing was formerly the Sr. Marketing Director for EFG
Software.

Summary statement with investment opportunities

The $ 1.2 million we are seeking will be used to begin

production, packaging, and marketing, and for short term
capital and overhead needs. An additional $ 125,000 is
being provided by the owner.
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HITHENSERMRHA?
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1. 2 Objectives

@®warmup

Direction: Please first try to express these sentences in English

and then read about our introductions and find their corresponding

English expressions in bold and underlined letters in the

examples we provide later.

L BT ERREEF AR ED 1 12358, B F)iE
g 1000 7 %85,

J Expressions for Reference

B F) i . operating profit

2. FE 1 AEETE] Y, 7E B AR SE AR 7 A 0 B8 4R
& 30% .
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Chapter 1  Executive and Company Summary

J} Expressions for Reference

awareness: n. having knowledge of; the state of knowing

about something.

target: n. a fixed goal or objective.

audience: n. the part of the general public interested in

a source of information.

3. HERZEART MBI MO RARMER, ALK
MEEES; £LFERONEAGSHEHEK
10% ,

I Expressions for Reference

inform: v. to give information to; tell.

feature: n. characteristic; some characters an item is

known for; something that can differentiate one item from

others.

benefit: n. something that improves or promotes.

va S #: competitive advantage

4. E SERESR. LM Esh &2 MEE R
THER RIS , R WSS

I Expressions for Reference
promote: v. to raise to a higher rank, status, degree,
etc. .



