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Exercise Narrative:

An Executive Summary is an important part of your proposal. It identifies, in a summary 

fashion, the key benefits and features you want an Owner to know about your Company 

and why they should choose you over others for their project. It is an important sales and 

communication tool. It let’s you be creative and points out your most important 

differentiators from your competition. It should key in on what you have learned from your 

research of the Owner’s “hot buttons” (most important factors of the project) and should 

address how you will make sure those “hot buttons” are addressed. Your response to a 

Request for Proposal should always include an Executive SummaryRequest for Proposal should always include an Executive Summary.
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Exercise Process:

Based on the information given in this handout, create an Executive Summary for your 

proposal. Insert the Summary in Section 2 of the Phase II proposal book and include the 

following:

 1st Page – Include a key message and a simple theme statement

 2nd Page – Include a theme statement and the key reasons PRIHD should choose you, 

and not your competition

 Be creative.
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Executive Summary Components (1st Page)Executive Summary Components (1 Page)

Owner Logo

Executive Summary Title

Key Message

Simple Theme
Statement

Project Name

Statement

Your Logo
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Executive Summary Components (2nd Page)Executive Summary Components (2nd Page)

Theme Statement “Why You?” , 

“Why Not Them?”

(The Key Differentiators)


