Executive Briefing Summary Request

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Request for Executive Briefing Summary

Dear [Recipient's Name],

I hope this message finds you well. | am writing to request an executive briefing summary on
[specific topic or project]. The insights gathered will be invaluable for our upcoming discussions
and decision-making processes.

Specifically, 1 would appreciate it if you could include the following points:

Overview of the project

Key challenges and solutions

e Current status and timelines

e Any critical decisions needed

Would it be possible to receive the summary by [insert desired deadline]? Your expertise and
insights are greatly appreciated, and | believe your input will significantly enhance our
understanding of the matter at hand.

Thank you for your attention to this request. | look forward to your response.
Best regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



