
Project Summary for Executive Decision-

Making 

Date: [Insert Date] 

To: [Executive Name] 

From: [Your Name] 

Subject: Detailed Project Summary: [Project Name] 

1. Project Overview 

[Provide a brief description of the project, its objectives, and relevance to the organization.] 

2. Goals and Objectives 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

3. Project Scope 

[Outline the scope of the project, including key deliverables and expected outcomes.] 

4. Budget and Financials 

[Provide a summary of the estimated budget, funding sources, and any financial projections.] 

5. Timeline 

[Present a high-level timeline with major milestones and deadlines.] 

6. Risks and Mitigation Strategies 

[List potential risks and the strategies that will be implemented to mitigate them.] 

7. Conclusion 

[Summarize the importance of the project and the decision required from the executive team.] 



Thank you for considering this summary for your decision-making process. I look forward to 

your feedback and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


