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Generic Guidance for an IQP Executive Summary  
This document provides guidance on writing an Executive Summary for your IQP, designed to serve 
three main purposes:  

1) summarize your project in a way that will allow you, your project sponsor and possibly others 
to easily communicate the essence of your project to diverse audiences (citizens, professionals, 
future researchers and IQP teams, etc.); 

2) provide experience writing the kind of succinct summary common to professional work; 

3) make it easy for you to enter and impress in the WPI President’s IQP Award. 

The President’s IQP Award is a prestigious annual competition that offers students the opportunity to 
have their project work reviewed and recognized by a panel that includes the President and Provost of 
WPI and distinguished educators and achievers invited from the wider world to see what WPI students 
can accomplish. We encourage all teams to submit to the competition in the academic year immediately 
following their IQP experience. Rules for applying are at http://www.wpi.edu/About/Awards/IQP/, and 
include explanation below of the ES purpose and content: 

Submit a separate Executive Summary of no more than five single-spaced pages. Note: You may revise 
the executive summary of your final project report for this purpose. This summary should accurately 
represent the report and call attention to those features of the project which are felt to be outstanding 
and worthy of consideration by the Awards Committee. This summary is the major determinant in the 
preliminary appraisal stage. Projects are unlikely to get beyond the preliminaries if the summary is 
poorly written. Your objectives, procedures, and outcomes must all be crystal clear. We urge you to 
discuss your Executive Summary with your advisor. 

To prepare an effective five-page (or less) executive summary of your report, please be sure to answer 
all of the following questions in your summary. 

1. What were the goals of your project? 
2. In doing your IQP, what specific use did you make of the following:  

a. background research literature 
b. relevant theory 
c. factual information, data, etc. 
d. techniques for analysis 

3. What was the outcome, result, or conclusion of your project? 

Consider these criteria and the following guidance from Columbia University in writing your ES. An 
effective ES typically includes key graphics from the report, and may include judicious re-use of key 
sentences, paragraphs and references to the main report, as long as the ES works well as a stand-alone, 
coherent piece of writing. One good way to begin is often to use the chapter headings in your IQP 
report as ES section headings, and then summarize the main points (and graphics) in each chapter. 
When you have that outline complete, then decide which information is most important, and which may 
be eliminated so that only the key points remain.  

  

http://www.wpi.edu/About/Awards/IQP/
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Executive Summary Guidance from Columbia University 
(excerpted below, accessed 12/1/2006 at 
www.mpa.utah.edu/janice_houston/WRITING%20THE%20EXECUTIVE%20SUMMARY.doc) 

Executive summaries are much like other summaries in that their main goal is to provide a condensed 
version of a longer report's content. The key difference, however, is that executive summaries are 
written for someone who most likely DOES NOT have time to read the original. The dramatic increase in 
the sheer amount of information available on most topics has spawned a corresponding growth in the 
size and number of reports. Unfortunately, there has not been a similar expansion in the amount of time 
available to executives or policy makers to read these increasingly lengthy reports. The solution to this 
problem is the executive summary.  

An executive summary may be called an abstract when it accompanies a scholarly document, although 
there are differences. The definition of an abstract is helpful: An abstract is a shortened form of a work 
that retains the general sense and unity of the original. Generally, this definition could be applied to an 
executive summary with one major difference. An abstract is basically a miniature version of the 
original...it looks like the original. An executive summary goes beyond this: it seeks to let the reader in 
on what the real significance of the report is--what is the reader expected to respond to?  The reader 
is a decision maker who will have the responsibility of deciding on some issue(s) related to the report. 
The executive summary must be written with this need in mind.  

Functions of an Executive Summary  

 Gives readers the essential contents of your document in 1-10 pages.  
 Previews the main points of your document enabling readers to build a mental framework for 

organizing and understanding the detailed information in your document.  
 Helps readers determine the key results and recommendations reported in your document.  

Processes for Writing an Executive Summary  

Executive summaries are typically written for longer reports. They should not be written until after your 
research is finished. Before writing your summary, try to:  

 Scan your research to determine what the content, structure and length of the report would be.  
 Highlight key points; determine purpose/central theme of the report.  
 Review your research and determine what the key ideas or concepts are.  
 Group ideas in a logical fashion and prepare a point form outline of the summary.  
 Edit the outline to eliminate secondary or minor points; use your judgment to keeping the 

summary concise.  
 Determine whether subtitles, bullets, selective bolding or some other type of organizational 

structure will add to the clarity of your summary.  
 Write the summary in your own words, using a professional style.  
 Read it aloud or even tape record yourself reading your summary.  

  

http://www.mpa.utah.edu/janice_houston/WRITING%20THE%20EXECUTIVE%20SUMMARY.doc
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Specific Guidance for Cape Town Executive Summary  
Our point of departure for ES development will be last year’s report, though we expect this year’s group 
to bring new creativity and improvements to previous efforts. 

Good samples to review:  

 2010 Spaza project: their PDF and Publisher files will be shared (or download the PDF from their 
homepage).  

 2009 Water and Sanitation project: see hardcopy in 2009 CTPC report. Note that this ES could be 
one page longer. This ES got the team to the President’s IQP finals! 

Two versions of ES 

You will prepare two very slightly different versions of your ES: 

1. A standalone document to submit to WPI as your formal report, available via the Gordon 
Library. This document will also be given to sponsors and can be shared widely with others. 

2. Your chapter in the combined annual CTPC Report 2011.  

Only the cover page and page numbers are likely to differ between versions.  

ES style notes  

Basics 
The ES is drafted in Word and then composed in Publisher.  

The ideal length is 7 pages: 

 Cover page 

 5 pages ES 

 1 page references, meet the team, etc. 

 You may exceed these page limits, but will have to revise if submitting to the Pres. IQP Award. 

Graphics and tables: size all to neatly fit within the width of the columns (i.e., except in unusual cases, 
graphics should be exactly 1, 2, 3 or 4 columns wide, not 1.67, etc.) 

Cover page  
Follow the sample from last year, including photo, abstract, and statements (“This project report is part 
of an ongoing research program …” and “The following is an executive summary of a set of project 
reports that have been implemented as a website available at: your team home page” 

Page numbers 
 For Stand-alone ES: page 1 is the page after cover sheet 

 For CTPC Report: pages will be numbered in the main document 

Abstracts 
The Abstract is one of the last portions of your project to be written. There are potentially two versions: 

1. For the eCDR (electronic Completion of Degree Requirement) form that WPI requires you to 
submit online, the abstract must fit in the box on the eCDR form and will be printed on your 
transcript. It is limited in length, described as 80 words maximum, but generally a few more can 
fit. Typically that’s 4-6 sentences: perhaps one describing the problem, one stating your goal, 
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one giving a sense of the methods, and two or so suggesting the nature of project outcomes 
(conclusions, accomplishments, recommendations, etc.).  

2. For the ES cover page and Gordon Library submission process (the latter is also part of the eCDR 
process, but with less strict length limits): you may choose to add more information, such as 
noting your sponsor, more on project outcomes, etc.   

The abstract will be the most read part of your project. Be sure it is good! 

Citing prior CTPC reports 
 To cite a specific CTPC project in any year:  

o Cite by authors’ names and give project title and web site link. 
o Example -- In text: (Granfone, et al. 2008). In bibliography: Granfone, M., Lizewski, C., & 

Olecki, D. (2008). Water and Sanitation. WPI. Available at 
http://wp.wpi.edu/capetown/homepage/projects/p2008/water-sanitation/. 

 To cite an entire CTPC project year (things all teams collectively contributed to, whether their 
collective written document or website): 

o In text: (WPI CTPC, 2009) or (WPI CTPC, 2008).  
o In bibliography: 

 WPI CTPC (2008). Envisioning Endlovini: Options for Redevelopment in 
Monwabisi Park, Cape Town, South Africa. Worcester Polytechnic Institute Cape 
Town Project Centre. Available at 
http://wp.wpi.edu/capetown/homepage/projects/p2008/. 

 WPI CTPC (2009). Executive Summary of the 2009 Cape Town Project Centre, 
Worcester Polytechnic Institute. Available at 
http://wp.wpi.edu/capetown/homepage/projects/p2009/. 

 To cite the CTPC in its entirety 
o In text: (WPI CTPC, 2010).  
o In bibliography: 

 WPI CTPC (2010). Worcester Polytechnic Institute Cape Town Project Centre. 
Website at http://wp.wpi.edu/capetown/. 

Optional ES format for WPI submission 

Some students prefer to submit as their formal IQP Report an ES in another format, often one that looks 
like other WPI IQP reports. If you choose to do so, you must still prepare the CTPC-style ES. For the 
optional ES, please include the following: 

1. Add Cover Page as for regular IQP.  
2. Second page: put abstract at top; below that,  

This project report is part of an ongoing research program by students and faculty of the 

WPI Cape Town Project Centre to explore and develop options for sustainable 

community development in the informal settlements of South Africa. For more 

information, please go to http://wp.wpi.edu/capetown/. 

Below that: 

The following is an [executive summary or final report] of a set of project reports that 

have been implemented as a website available at: your team home page 

 

http://wp.wpi.edu/capetown/homepage/projects/p2008/water-sanitation/
http://wp.wpi.edu/capetown/homepage/projects/p2008/
http://wp.wpi.edu/capetown/homepage/projects/p2009/
http://wp.wpi.edu/capetown/
http://wp.wpi.edu/capetown/
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3. The ES starts on a new page numbered 1. It should end with references. 

Final ES Review and Publication 

1. Check that all references are complete, accurate and in reference list. 
2. Save Publisher file as “CTPC11 Teamname Executive Summary.pub” 
3. Use Publisher File to create a PDF/A format, compressed file, using same file name. When 

approved, use this PDF for posting to web and submitting to WPI as your Final IQP Report. 
4. Give advisors PDF for final approval. 
5. Give approved Pub and PDF files to ES Team. They will create the CTPC 2011 Report.  

 


