Job Aid 350-70-4.6a

Executive Summary Format

(Include the following information in the body of a Memorandum.)

1.  Purpose.  This paragraph gives the purpose of the memorandum, i.e., provide evaluation findings and get concurrence/nonconcurrence on recommendations made as a result of the evaluation.  Include a suspense date for responses.  Explain that the report, recommendations, and concurrences/nonconcurrences are provided to the decisionmaker for final approval.

2.  Evaluation background.  This section includes one or a few paragraphs on why the evaluation was initiated, and a general description of the initiative.  It may include a brief problem statement and/or impact statement.  These statements may come from the evaluation plan.

3.  Evaluation purpose and objectives.  This section includes a brief statement of what the evaluation was designed to accomplish.  It should include a list of the Objectives of the evaluation, and possibly the Essential Elements of Analysis.  These can also come from the evaluation plan.

4.  Evaluation methods.  This section includes one or a few paragraphs explaining how the evaluation was conducted, i.e., how the data was collected and analyzed.  Although this can come from the evaluation plan, the explanation should be shorter and more to the point than in the evaluation plan. 

5.  Evaluation findings/recommendations.  This section includes very brief explanations of the major findings of the evaluation and the recommendations that resulted from those findings.  Although positive findings that do not result in recommendations can be included, do not include every minor findings of the evaluation.  List each recommendation separately with supporting findings.  The organization responsible for implementing the recommendation, and space for the organization’s approving authority to concur or nonconcur, should follow each recommendation.  Explain that they must provide, in writing, the reasons for nonconcurrences.  The suggested format for this section follows.

    a.  Finding (s):

                 Recommendation 1:

                 Responsible Organization:

                 Concur _________    Nonconcur __________

    b.  Finding(s)

                  Recommendation 2:

                  Responsible Organization:

                  Concur _________    Nonconcur __________

    c.  Etc., etc., etc., 

6.  POC.  This paragraph provides POC (name/telephone number) for evaluation and any other information required.

(The QAO Director or representative signs the Executive Summary.)

