	Assignment Preview
	Top of Form

Bottom of Form

	Title: ECE 360: Executive Summary
	

	
NOTE: This preview only displays saved data.
	


Assignment Goals
Source Material
Student Instructions
Writing Prompt
Calibrations, Average Word Count, and Answer Keys
	Assignment Goals


ECE 360 Assignment:  Writing an Informative Summary (a.k.a. Executive Summary)for a Proposal

Assignment Goals
In this Calibrated Peer Review Session, you will:

· Review the performance criteria for a good informative summary and examine a sample 

· If necessary, revise the summary you have written based on the performance criteria 

· Upload your text into the CPR system as an html file 

· Comment on the summaries of three of your peers and receive three critiques of your summary so that you may then improve the text before final submission 

· Complete a self-assessment of your proposal summary 
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	Source Material


Write the proposal summary AFTER you have written the body of your document.


Top
 

	Source Material Resources: none
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	Student Instructions


Purpose of Informative Summaries

Given the sheer amount of information with which engineers must deal, the summary becomes a vital element for these busy professionals.  Readers get a quick overview of a body of information and determine which documents warrant closer attention and more time.

The informative abstract, as its name implies, provides an overview of the body of the report – specifically, the key facts and conclusions.  Informative summaries need to be concise; their length should be approximately 10% of the length of the entire report.
An abstract is basically a miniature version of the original...it looks like the original. An executive summary goes beyond this: it seeks to convey to the reader 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 issues related to the report. In particular, you hope that the reader will recommend funding of your proposal. The executive summary must be written with this need in mind.

Informative Summaries for Proposals
Summaries for proposals carry additional requirements.  Not only must they inform the reader, they must also persuade this person (whose role is that of an evaluator) to turn the page and give the full text more consideration.  Thus, the proposal summary must be both concise and compelling.  Moreover, the executive summary of a proposal must convey the total picture of the proposal contents with accuracy. You must convey to the reader that you can accomplish what you propose.  Finally, the recommendations contained in the proposal must be included in the executive summary. In the executive summary for a proposal this recommendation takes the form of what is to be delivered (the deliverables or the prototype), when it will be completed (how long it will take), how much it will cost (the requested funds).
So the principles that guide the writing of an executive summary include: 
· Be concise,
· Be accuracte,
· Be compelling,

· Include recommendations.

It is impossible to give a set of “cookbook rules” for writing this type of summary.  Nevertheless, the following rules-of-thumb help to formulate a convincing summary:

· Don’t write an executive summary until the proposal has been completed!
· Try starting with a statement that puts the problem in a nutshell, that presents in 25 words or less the nature of the task.

· Report objectives, methods, and expected achievements.  Don’t confuse the summary with the introduction to the proposal.  The summary should not include extensive background, elaborate problem definition statements, detailed needs assessment, or an in-depth rationale. 

· You will persuade your reader(s) by establishing your credibility.  Since you are proposing the design and development of a new product, you must demonstrate that you have a clear idea of the product and its socio-economic context. 

· Provide enough detail to indicate that you have a sound technical idea that is both feasible and achievable.  

By embedding a very brief technical description in your summary, you show that your team has moved past the “vague concept” level of the design process.  
A good technical description considers most of the following questions:

· What is the item and what is its function/purpose?

· What are the characteristics of the whole?

· What are the parts?

· How do the parts fit together?

· What are the consequences of the device?

The example below is developed around these issues and has a logical structure resembling an hour glass.  Notice that the organization moves from a general definition of the entity and its purpose (sentence 1).  Sentence 2 provides more detail on the characteristics of the whole, while sentence 3 starts a more detailed account of the parts.  Sentence 4 continues with the functional details of the parts by enumerating the components.  Sentence 5 indicates how the parts work together to accomplish the designated task.  Essentially, it repeats and reinforces the technical function of the device. Sentences 6, 7 and 8 indicate that the device is appropriate for the current industry climate and that it has a solid chance at being commercially sustainable. 

[1] The Video Alert and Control dashboard system helps drivers avoid car accidents by graphically projecting an image of the road ahead and its dangers. [2] The driver views this image on a video screen which is mounted on the dash of his car before his car approaches too close to the danger. [3] A computer receives information from four different sources and projects the image on the screen. [4] The four sources are (1) a map disc, (2) an infrared detector, (3) a radar beam, and (4) an x-ray beam. [5] These sources tell the computer what the danger is and where it is located in respect to the road. [6] The automobile industry does not currently offer a collision avoidance mechanism on mass-produced vehicles.  [7] Yet, studies indicate that the density and complexity of today’s traffic warrant development of such a system. [8] With pertinent information on road conditions, the driver can see upcoming danger and make adjustments in the car's speed so she can avoid a collision.

· The summary should be “stand-alone” – it should not make references to the body of the proposal nor should it contain materials that are not fully understandable within the framework of the single paragraph. 

· Translate non-essential technical language into plain English.  

Eg.  “The patient’s serum glucose measured 240 mg%” can be expressed as:  “The patient’s blood-sugar remained critically high.”
· Provide enough detail to indicate that you have a sound technical idea that is both feasible and achievable.  

· At the end, let your client know what benefits will ensue from your recommended course of action, i.e., the completion of your project.
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	Writing Prompt


Write an informative summary for your proposal.  For this assignment, you want a paragraph of approximately 300 – 450 words.  Conciseness is vital, but never at the expense of clarity and accuracy.  Make the summary short enough to be economical, but long enough to be clear and comprehensive.

NOTE:  Formatting from word processors is not preserved when you copy and paste into the text box below.  Convert your text to html before uploading.  Always check your formatting by using the “Preview Text” button below.  This will show you exactly how your text will appear to reviewers.
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	Calibrations and Answer Keys



Average Calibration Word Count = 168 

Top of Form

	High Quality Calibration 
The Automatic Sports Time Stopping Whistle consists of a whistle with a mounted sensor, a transmitter, and a base station. When the sensor is activated by pressure, a signal is transferred to a transmitter on the official’s belt. The transmitter will send a wireless signal to the base station, which sends an electronic pulse to stop the game clock. This product will introduce fairness and accuracy to the games of basketball, hockey, and wrestling. The inaccuracies of conventional systems that use a person listening for the whistle to stop the clock are not acceptable. This can be a big problem at the end of regulation when tenths of seconds may determine the outcome. With 16,000 high schools, over 1,400 colleges and universities, as well as professional sports, the market for our product is extensive. With this product in place, human interference is minimized, allowing games to be decided on the field of play. The development and delivery of a prototype system will be completed in 25 weeks. The requested funding for this project is $5,450. 


	1. All non-essential technical language has been changed to plain English. 

	[image: image6.wmf]Yes
[image: image7.wmf]No 

	Answer: Yes

	Feedback : Plain English is used throughout. (However, just as an aside: the phrase "can be a big problem" is too colloquial. This makes te abstract sound less professional)

	2. Does the first sentence give a clear statement of the device and its purpose? 

	[image: image8.wmf]Yes
[image: image9.wmf]No 

	Answer: Yes

	Feedback : The sentence gives the device, but the purpose is implied in the title of the product. The first sentence could be improved by succinctly addressing both the product and the purpose more explicitly,

	3. Is the summary a "stand-alone" piece of text? 

	[image: image10.wmf]Yes
[image: image11.wmf]No 

	Answer: Yes

	Feedback : The reader needs only a reasonably assumed knowledge of sporting events.

	4. Does the summary address both the industrial climate and the commercial sustainability of the product? 

	[image: image12.wmf]Yes
[image: image13.wmf]No 

	Answer: Yes

	Feedback : Even though these issues are handled somewhat obliquely, the last 1/4 of the paragraph addresses socio-economic issues.

	5. Does the summary have enough development to be convincing without overwhelming the reader in detail? 

	[image: image14.wmf]Yes
[image: image15.wmf]No 

	Answer: Yes

	Feedback : The level of detail is adequate. The use of some numbers for the market conditions adds weight to the proposal.

	6. Readability: Do the sentences of the paragraph flow together to create a logical whole. (The sentences of the paragraph should not sound like a list or a set of "bullets" from a PowerPoint presentation.) 

	[image: image16.wmf]Yes
[image: image17.wmf]No 

	Answer: Yes

	Feedback : Coherence is achieve through transition words and meaningful repetition of key words.

	7. Does the summary have a brief technical description of the product that convinces the reader that the product is feasible? 

	[image: image18.wmf]Yes
[image: image19.wmf]No 

	Answer: Yes

	Feedback : While the technical description (the parts and the functional whole) are addressed, the development leans toward being a bit thin. Without overwhelming the evaluator with detail down to a gnat's eyelash, the authors could include another sentence on the components and the construction of the device.

	8. Does the summary have a clear logic structure? [Does it move from OBJECTIVES (the product and its purpose), to METHODS (the parts and how they work as a whole), to EXPECTED ACHIEVEMENTS (the products utility in a are larger socio-economic context). Use A = excellent/very good; B = good/average; C = poor/inadequate. 

	[image: image20.wmf]A
[image: image21.wmf]B
[image: image22.wmf]C 

	Answer: A

	Feedback : Yes -- there is still room for improvement, but the logic footprint can be seen.

	9. How would you rate this text? 

	[image: image23.wmf]10 Highest
[image: image24.wmf]9
[image: image25.wmf]8
[image: image26.wmf]7
[image: image27.wmf]6
[image: image28.wmf]5
[image: image29.wmf]4
[image: image30.wmf]3
[image: image31.wmf]2
[image: image32.wmf]1 Lowest

	Rating: 9

	Feedback : I'd probably give this about 9 to a 9.5. Much of the hard part is done. The authors should work on cleaning up and fine-tuning.
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	Mid Quality Calibration 

Home audio is a growing industry. Electrostatic speakers are currently only readily available to audiophiles with a large bank account. Electrostatic speakers provide sound clarity unmatched by traditional magnetic cone drivers. The electrostatic speakers are capable of much quicker responses which results in high-fidelity reproduction. Thus they are capable of higher fidelity than conventional home audio speakers. We will design and implement an electrostatic speaker that is as affordable and just as easy to install and use as a conventional loudspeaker. This will bring the superior performance of an electrostatic speaker to a level more consumers can afford. The manufacturer of the film that we plan to use as the diaphragm is also providing us with samples of two new films that may have excellent properties for our application.  We will be the first in the U.S. to use these materials in actuator development. Delivery of a prototype product will completed within a year.


	1. All non-essential technical language has been changed to plain English. 

	[image: image34.wmf]Yes
[image: image35.wmf]No 

	Answer: Yes

	Feedback : Plain and clear English is used throughout the paragraph. Even someone with only a moderate technical background would understand.

	2. Does the first sentence give a clear statement of the device and its purpose? 

	[image: image36.wmf]Yes
[image: image37.wmf]No 

	Answer: No

	Feedback : A weak and generic opening (just stating a platitude.) The first sentence appears to be trying to set up a context or a rationale. However, it is much too vague and general. The authors should start with a top-level statement of the product and its purpose.

	3. Is the summary a "stand-alone" piece of text? 

	[image: image38.wmf]Yes
[image: image39.wmf]No 

	Answer: Yes

	Feedback : All ideas and issues are defined or the reader can easily infer the meaning. However, the content is very thin. 

	4. Does the summary address both the industrial climate and the commercial sustainability of the product? 

	[image: image40.wmf]Yes
[image: image41.wmf]No 

	Answer: Yes

	Feedback : Yes -- some information is included, although the writing could be less "cloudy" and the focus could be sharpened. The authors are working at too high a level of generalization. They need to give more focus and detail to their summary to convince the evaluator to read on.

	5. Does the summary have enough development to be convincing without overwhelming the reader in detail? 

	[image: image42.wmf]Yes
[image: image43.wmf]No 

	Answer: No

	Feedback : No -- the paragraph has only generalizations. I, myself, would question whether adequate detail is given in the technical description of the speaker system and how the new material will provide a competitive advantage. The problem/opportunity gets more of the focus. The "new film" comes out of the blue -- not adequatley prepared for, which is unfortunate since this may be the most compelling thing about the device.

	6. Readability: Do the sentences of the paragraph flow together to create a logical whole. (The sentences of the paragraph should not sound like a list or a set of "bullets" from a PowerPoint presentation.) 

	[image: image44.wmf]Yes
[image: image45.wmf]No 

	Answer: Yes

	Feedback : Yes -- The flow is there, but the content is not.

	7. Does the summary have a brief technical description of the product that convinces the reader that the product is feasible? 

	[image: image46.wmf]Yes
[image: image47.wmf]No 

	Answer: No

	Feedback : Gets close, but could use more in order to be convincing. How does the new material fit into the overall "classic" design of a speaker. Needs more on the components and the construction. How does the "new film" fit in? 

	8. Does the summary have a clear logic structure? [Does it move from OBJECTIVES (the product and its purpose), to METHODS (the parts and how they work as a whole), to EXPECTED ACHIEVEMENTS (the products utility in a are larger socio-economic context). Use A = excellent/very good; B = good/average; C = poor/inadequate. 

	[image: image48.wmf]A
[image: image49.wmf]B
[image: image50.wmf]C 

	Answer: B

	Feedback : Seems to have some of the information, but not organized in the most effective way.

	9. How would you rate this text? 

	[image: image51.wmf]10 Highest
[image: image52.wmf]9
[image: image53.wmf]8
[image: image54.wmf]7
[image: image55.wmf]6
[image: image56.wmf]5
[image: image57.wmf]4
[image: image58.wmf]3
[image: image59.wmf]2
[image: image60.wmf]1 Lowest

	Rating: 6

	Feedback : I'd say, from a holistic perspective, that I would rate this as a 6.5.
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	Low Quality Calibration 
This proposal describes the development of a product that places a telephone call to a user specified phone number upon the completion of a load of laundry so that machine in-use time can be minimized.  This means that companies providing laundry equipment to colleges can generate an equal amount of income with less overhead, thus increasing profit per machine.


	1. All non-essential technical language has been changed to plain English. 

	[image: image62.wmf]Yes
[image: image63.wmf]No 

	Answer: Yes

	Feedback : Though sparce, all the language is plain English. Note: I don't understand what the phrase "equal amount of income" means.

	2. Does the first sentence give a clear statement of the device and its purpose? 

	[image: image64.wmf]Yes
[image: image65.wmf]No 

	Answer: Yes

	Feedback : First sentence is very wordy and opaque. But it does give the product and its purpose. Summaries and abstracts should not make reference to the proposal itself --- "This document proposes ..." type beginning should be avoided whenever possible.

	3. Is the summary a "stand-alone" piece of text? 

	[image: image66.wmf]Yes
[image: image67.wmf]No 

	Answer: Yes

	Feedback : Yes -- the idea is very poorly developed, but the two sentences are understandable on their own.

	4. Does the summary address both the industrial climate and the commercial sustainability of the product? 

	[image: image68.wmf]Yes
[image: image69.wmf]No 

	Answer: No

	Feedback : The last sentence is an attempt, but far too vague to really be effective.

	5. Does the summary have enough development to be convincing without overwhelming the reader in detail? 

	[image: image70.wmf]Yes
[image: image71.wmf]No 

	Answer: No

	Feedback : Much, much too sparce. I don't have a clue about components, cost, construction, installation, or social impact. Much too weak.

	6. Readability: Do the sentences of the paragraph flow together to create a logical whole. (The sentences of the paragraph should not sound like a list or a set of "bullets" from a PowerPoint presentation.) 

	[image: image72.wmf]Yes
[image: image73.wmf]No 

	Answer: Yes

	Feedback : They are tied together by the relative pronoun "this." Coherence is achieved only because there is so little in the paragraph that there are not a number of ideas/concepts to come unglued.

	7. Does the summary have a brief technical description of the product that convinces the reader that the product is feasible? 

	[image: image74.wmf]Yes
[image: image75.wmf]No 

	Answer: No

	Feedback : This is the biggest failing of the summary. How is the device designed? What feasible technologies does it incorporate? Nothing about this is addressed.

	8. Does the summary have a clear logic structure? [Does it move from OBJECTIVES (the product and its purpose), to METHODS (the parts and how they work as a whole), to EXPECTED ACHIEVEMENTS (the products utility in a are larger socio-economic context). Use A = excellent/very good; B = good/average; C = poor/inadequate. 

	[image: image76.wmf]A
[image: image77.wmf]B
[image: image78.wmf]C 

	Answer: C

	Feedback : Totally inadequate. Too little to even comment on intelligently.

	9. How would you rate this text? 

	[image: image79.wmf]10 Highest
[image: image80.wmf]9
[image: image81.wmf]8
[image: image82.wmf]7
[image: image83.wmf]6
[image: image84.wmf]5
[image: image85.wmf]4
[image: image86.wmf]3
[image: image87.wmf]2
[image: image88.wmf]1 Lowest

	Rating: 1

	Feedback : Nothing more than the bare bones. The two sentences are more appropriate as a "descriptive abstract" -- they type of very terse summary that appears on a title page in some engineering reports.
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