
Executive Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Executive Summary of Research Findings 

 

Dear [Recipient's Name], 

I am pleased to present the executive summary of our recent research findings on [Research 

Topic]. This research was conducted to analyze [briefly state the purpose of the research]. Below 

is a summary of the key findings: 

Key Findings: 

• [Finding 1] 

• [Finding 2] 

• [Finding 3] 

Recommendations: 

Based on the aforementioned findings, we recommend the following actions: 

• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 

We believe these findings provide valuable insights into [mention the relevance of the research], 

and we look forward to discussing them in greater detail during our upcoming presentation. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


