HOW TO WRITE EFFECTIVE EXECUTIVE SUMMARIES & MISSION STATEMENTS

There are two types of executive summaries in tendering.
One is generic and provides an overview of the company, its services, objectives, mission, values, performance etc.  

The other is specific to the individual tender document, and is included at the beginning in the form of a précis of the main points of the tender response itself.  This is to enable the client to read through the Executive Summary to the tender and obtain an overview of your response in just one to two pages.

Generic Executive Summaries / Company Overview 

A company executive summary should be no more than 1-2 pages of A4 and should summarise all aspects of the company and business.  As a minimum it is likely to cover the following:

· Nature of company – (plc, limited, part of a group etc);

· What the company does (recruitment, consultancy, training etc);

· The services that the company offers (sectors, temp/contract/perm etc);

· The locations from which it operates;

· Strategic focus, future plans and developments;

· Management structure, size and experience;

· Financial performance – information about turnover and profits;

· Information about its customer base, (including nature and length of existing contracts);

· Quality, accreditations and awards;

· What differentiates you from the competition (company USPs – unique selling points) and how these are of benefit to clients;

· Information relating to the company’s mission, vision and values;

· Information relating to the company’s approach in terms of “cross cutting themes” if applicable, (i.e. business ethics, corporate social responsibility, environmental, equality & diversity and health & safety).

You are often asked to include a short executive summary or information about the company in a tender.  If you are talking about goals and targets in your summary, ensure that they are specific, measurable and operate within a set timescale.   Try to include information relating to the bullet points above rather than a chronological history of the company.  Think of what you are writing from the perspective of the client – keep it short, factual and interesting.  

Tender Specific Executive Summaries

This type of summary needs to cover the key points of the tender document in a maximum of one to two pages.  You need to demonstrate that you understand the core requirements of the tender, and then provide proof that you have the capability, capacity and experience to deliver against each of these.  
The aim of this type of executive summary is to capture the interest of the reader quickly, giving them the confidence that your bid is relevant and that your company has the capability and experience to deliver the service.  To do this, it is particularly important to demonstrate your track record of delivering similar contracts. 

The tender specific executive summary is likely to be included at the beginning of the document.  It needs to be short, punchy, and relevant in order to gain interest and confidence from the reader.

If is often easier to write this section after you have completed the rest of the tender as you will then have a much greater understanding of the client’s needs, objectives and preferences and will be better able to customise it to the specific client. 
You may want to start by making a list of headings taken from the client’s tender document / evaluation criteria so that you can establish what is important to the client and ensure that you cover all the elements that are being scored.

Mission Statements

Every organisation has a mission – a purpose and a reason for existing.  A good mission statement will explain why the organisation exists and what it hopes to achieve in the future.  It articulates the organisation’s nature, values and what it does.

When writing a mission statement it is essential that it is kept as short as possible, and free from jargon.  Industry jargon may be familiar to those in the same field, but will often mean nothing to other people, companies and organisations.

A mission statement should also be reviewed and amended by the board every so often.  Organisations develop and evolve, and as such, the mission statement is likely to need fine tuning every so often to prevent it from losing relevance.

At the very least, a mission statement should answer these three questions:

· The purpose of the organisation - What are the opportunities and needs that we aim to address?

· The business of the organisation – What are we doing to address these needs?

· The values of the organisation – What principles or beliefs guide our work?

	SUMMARY – EXECUTIVE SUMMARIES & MISSION STATEMENTS

A Generic Executive Summary / Company Overview should:

· Be short, factual and interesting - 1-2 pages of A4 maximum length.

· Cover detail around the bullet points in the Generic Executive Summaries section.

· Ensure that any targets and goals are specific and time related (i.e. we will achieve X within the next Y years).

· Avoid listing the company’s history unless it is particularly relevant.
· Think of the person who may be reading the document!  Ensure it is interesting and informative to them.
A Tender Specific Executive Summary should:

· Be short, punchy, factual, and contain evidence that you understand the client’s requirements and have the capability and experience to deliver the service.

· Avoid including any information that is not specifically relevant to the tender requirements.
A Mission Statement should:

· Express the organisations purpose in a way that inspires support & ongoing commitment.

· Motivate those who are connected with the organisation.

· Be articulated in a way that is convincing and easy to grasp.

· Use proactive verbs to describe what you do.

· Be free from jargon.
· Be short enough so that anyone connected with the organisation can remember and repeat it.


Disclaimer

The material contained in this document is of a general nature.  We cannot guarantee that it will meet your specific requirements and accept no liability for any loss or damage caused by the use thereof.  If you are unsure then we recommend that you seek specific advice where evaluation of your precise factual circumstances can be determined.  By providing this document to you we are not giving legal or financial advice and no responsibility for loss occasioned as a result of any person acting or refraining from acting on the basis of this material will be accepted by Brunton Consultancy or the Author.  Brunton Bid Writing is a trading name of Brunton Consultancy.  Sale of this document is strictly in accordance with Brunton Bid Writing’s standard Terms & Conditions which can be found at www.bruntonbidwriting.co.uk. 
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