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Student Resource 12.1
Reference: Proposal Checklist
Student Names:							 Date:			
Directions: Use this chart to make sure you have all the pieces finished that you need for your proposal. Here are a couple of examples:
	Proposal Component
	From Lesson…
	Status

	Example: Plan
	8
	Finished

	Example: Sustainable Choices planning sheet
	10
	Lost the paper; need to redo it



	Proposal Component
	From Lesson…
	Status

	Project Plan
	8
	

	CSR statement
	9
	

	Sustainable Choices planning sheet
	10
	

	Executive Summary
	12
	Will be written during this lesson


What if we’re not finished with some of these pieces?
You haven’t created the Executive Summary yet; you will have time to work on it in this lesson. If you have other pieces that are missing, incomplete, or need some revision, you can use time during this class period to work on them. If you need more time than you have in this class period, you will need to make arrangements to work on them outside of class.
Student Resource 12.2
Reading: What is an Executive Summary?
You have spent a lot of time in this course imagining yourself as an entrepreneur, launching a new business. Just for a moment, picture yourself as a potential funder—somebody who is willing to invest money in new businesses if the business is a good idea. Imagine how many business proposals you would get! Each one might be 20 or 50 or even 100 pages long, with lots of details and charts and graphs. Do you want to read every page of every one of these proposals? Of course not!
That’s where an executive summary is useful. An executive summary is supposed to give the most important information to executives or potential investors. It should be much shorter than the overall proposal, and its purpose is to encourage people to read the rest of the proposal. When creating your executive summary, it’s a good idea to look back at the documents in the rest of your proposal. They can help you think of points you want to include in your summary. But don’t just cut and paste things out of your other documents to make your summary. That can be confusing or hard to follow. You want to take the best ideas from those other documents and write a summary that ties all the ideas together.
In general, it’s best to say “we” and “our” when referring to the business. Also, talk about the business as if it already exists “We provide…” or “We serve…” rather than using “if,” “will,” or “would.” You want the investor to imagine this business is already succeeding, and they can help it be more successful. You don’t want it to sound like you’re saying “If you give us money, then we can….”
Parts of an Executive Summary
The Eye-Catcher
The Company Description
The Problem
The Solution
Why Now
The Eye-Catcher
Imagine a potential funder is flipping through a bunch of different proposals. What can you say or show to catch that funder’s eye? You might use a quote, a statistic, or a short description of what inspired you to start your business. Don’t make it too long—your eye-catcher should only be a sentence or two—but it can be an effective way to start things off. If you can’t think of a good eye-catcher, leave it out—but make sure the rest of your summary is even more well-written to make up for it!
Example: In the last six months, three major hotels in our city have had publicized issues with bedbugs. It is likely that several other hotels have had similar issues that have gone unreported. 
The Company Description
You need to tell the reader what your company does. This is the heart and soul of your executive summary. After all, you are trying to convince people that they should invest in this business, so the business itself needs to sound really good!
The description shouldn’t be too long—about a paragraph in length, or two at most. Keep in mind that the description needs to make sense to people who have not read the entire document, so you don’t want to say things like “If you look at our corporate social responsibility statement, you will see that….” Readers can look at that material later if your summary has persuaded them that it’s worth their time.
Avoid using jargon or industry-specific terms that some people might not understand. In fact, some writers suggest that you should show this section of your summary to a fifth grader. If the fifth grader can explain what your business does, you’re on the right track!
Example: Our business is an integrated pest management company. We handle any kind of pest problem, from rodents to insects to wildlife, using methods that are nontoxic to humans and do less damage to the planet. We specialize in serving hospitality businesses such as restaurants and hotels. Our methods are safer for guests and employees, which means less downtime for our client businesses. In many cases, they will be able to reopen their facilities sooner, or even stay open during the treatment, which will increase their revenue. 
The Problem
Your business is supposed to solve a problem or fill a need in your community. To convince a potential investor that your business can succeed, you need to be able to clearly identify and explain the problem your business will solve.
Example: While there are many pest control companies in our city, most of them use the more common, highly toxic pesticides. If these companies offer an all-natural approach, it may only target one type of pest (such as termites). Additionally, none of the pest control companies we researched offer specialized services for hospitality businesses. Our city has a large number of hotels and restaurants, but no company that offers the type of pest control service that is best suited to hospitality businesses!
The Solution
What can your business do? How will you solve the problem or fill the need? Use specifics, but make sure to focus on your best examples or most persuasive arguments. If the investor is convinced by your summary, he or she can read the rest of your documents later. You can use bullet points to list your best examples.
Example: With our knowledge of the hospitality industry, we can design pest control solutions that meet the needs of any hospitality business. For example:
· Using pyrethrum (derived from chrysanthemum flowers) as an insecticide in restaurants (the US Department of Agriculture says it is the safest insecticide to use around foodstuffs)
· Recommending landscaping changes to discourage pest problems, including the use of specific types of plants to deter insects
· Offering regular confidential inspections as part of an ongoing service contract so that businesses can catch a pest problem before it becomes a major publicity issue
· Adapting pest control methods to different areas of a business (interior, exterior, front of house/areas with guest access, back of house/areas without guest access)
Why Now
Why is now the right time for your business? Can you point to something specific that is happening that might help your business be more successful? Maybe there is a growing need in your community that your business can serve.
Like the eye-catcher, the “why now” is only worth including if you’ve got a good strong example. Otherwise, focus on making the company description, the problem, and the solution as persuasive as possible.
Example: With bedbug problems on the rise in our community, hospitality businesses need to be aware of the best possible pest management options. More and more people today are considering their own exposure to toxic substances. By using our business, hotels and restaurants are staying at the forefront of sustainable business management and being respectful of their guests’ and employees’ health.
Things to Remember
An executive summary is supposed to make a good impression on potential investors. That means you want it to look neat and professional. After you write a draft, read it over a few times (or have other people read it) so you can catch any typos or spelling mistakes. The summary should be typed or printed neatly on a clean sheet of paper. Some people will use special paper for their entire proposals. The paper might be a business letterhead or be a specific color or type of paper that connects to their business. But in most cases, clean plain white paper will work just fine. The important thing is what you have written about your business. If you don’t make a good argument, printing it on fancy paper won’t help!
Student Resource 12.3
Assignment: Executive Summary
Student Name:							 Date:			
Directions: Use this resource to help you write your executive summary. Before you begin, read through all of the instructions on this sheet, and read the assessment criteria at the end of the sheet to make sure you understand how your work will be assessed.
Planning Your Executive Summary
The Eye-Catcher
What could you use to catch the eye of a potential investor? Remember if you use facts, statistics, or quotes, they need to be accurate.




The Description
What are the most important points to include in your description of your business?




The Problem
How can you describe the problem your business will solve? Think about how to make the problem really clear to a reader. They need to understand why this problem is so important to solve.




The Solution
[bookmark: _GoBack]How will your business solve the problem? Try to give specific examples, but don’t make it too long or complicated.





Make sure your assignment meets or exceeds the following assessment criteria:
The summary provides a clear description of the business.
The summary describes a realistic and legitimate problem or need in the local community that the business solves. 
The summary offers plausible suggestions for how the business could address the need or problem.
The summary makes a strong argument for why the business could be successful.
The completed assignment is neat, well organized, and uses proper spelling and grammar.
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