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Welcome to a session designed to help
you develop winning executive
summaries

APMP Pacific Northwest Chapter 2011




Workshop Content

= |ntroduction

= Purposes of the executive summary

= Strategic executive summary development

= The executive summary and customer presentations
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Early preparation of effective executive summaries
promotes alignment; every individual conveys the
same message to your customer,

e
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= External purposes
" Internal purposes
= Gaining a customer focus perspective
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External Purposes of the Executive

Summar

= Selling your solution
= Facilitating customer communication
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= Connect your solution to the customer’s business vision?
= |dentify the customer’s needs?

= Make ownership of needs explicit?

= Directly connect your solution to customer’s needs?

= Offer clear proof of your claims?

= Show how you offer greater value than the competition?
= Provide brief but comprehensive overview?

" |[ndicate next step?
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= Summarize key points you plan to make in proposal?

= Introduce readers to what they can expect in each proposal
section?

= Guide evaluators to pertinent parts of proposal?
= Help evaluators understand “big picture?”
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Internal Purposes of Executive Summary

= Refining your bidding strategy

= Communicating your strategy in-house
= Driving proposal development

= Ensuring successful implementation
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= Achieving customer’s
vision

= Meeting requirements
from RFP or interview

= Providing benefits from
customer’s perspective

= Discriminating offer
from competitors’

= Proving qualifications
with experience and
performance
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Communicating Strategy:

In-House Time Savers & Tips

= Draft executive summary transfers intelligence from sales
team to proposal team

= Sales team knows customer best and is in best position to
draft executive summary

= Early effort to develop executive summary will pay off

= Top management should review and endorse executive
summary
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Driving Proposal Development:

Executive summary provides a key internal tool

= Contains core message of proposal

= Forms foundation for proposal
oz Prepare before kickoff meeting
oz Distribute at kickoff meeting
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Ensuring Successful Implementation:

Executive summary communicates strategy

= Provides strategic content

= Serves as model of final proposal

= Can establish style guidelines

= Helps communicate with alliance partners
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Gaining a Customer Focus Perspective

= What is “customer focus?”
= Why are most executive summaries “seller focused?”
= Are your executive summaries “customer focused?”
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Rank Customer Focus

OBIJECTIVE: Learn to recognize customer focus

INSTRUCTIONS: Read five executive summaries (A-E), all with
common customer, seller, solution, page design,
and visuals

(Do not list indicators yet)

O XU m X m

DELIVERABLE: Completed rankings
TIME: 15 minutes
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Research Results from Customer Focus

Exercise

= > 3000 people, 4 continents, 25 countries

= 70 percent select “C”

= Ordinal rankingisC-B-D-E-A

= No variation by country or culture

= Senior managers like “C” better than junior managers and staff
= Individuals struggle to name more than half of indicators
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Indicators of Customer Focus

= Vision statement = Names buyer more
= Aligns vision and this often than seller
buy = Cites benefits before
= Cites prioritized hot features
buttons = Announces and follows
= Hot button ownership organization
explicit = Concludes with
= Cites buyer before summary and next step
seller = Offers customer-

focused proof
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O XU m X m

Evaluate Customer Focus

OBJECTIVE:

INSTRUCTIONS:

DELIVERABLE:
TIME:

Learn to evaluate executive summaries for
customer focus

Review executive summaries A-E

Determine whether the executive summaries
exhibit each indicator of customer focus

Rating of indicators of customer focus

15 minutes
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Comparison of Customer Focus

Indicator

Vision statement

Aligns vision with this buy

Cites prioritized hot buttons

Hot button ownership explicit

Cites buyer before seller

Names buyer > seller

Cites benefits before features

Announces and follows organ.

Concludes with summ./next step

Offers customer focused proof

) APMP Pacific Northwest Chapter 2011



Comparison of Customer Focus

Indicator

Vision statement

Aligns vision with this buy

Cites prioritized hot buttons

Hot button ownership explicit

O OV m X m

Cites buyer before seller

Names buyer > seller

w

Cites benefits before features

Announces and follows organ.

Concludes with summ./next step

Offers customer focused proof
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O XU m X m

Design Executive Summary Structure

OBJECTIVE:
INSTRUCTIONS:

DELIVERABLE:

TIME:

Design a structure for good executive summaries

Examine elements, organization and structure of
executive summary “C”

Create a template (outline) of how “C” is
constructed

Identify the structure of a good executive
summary

10 minutes
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Design Executive Summary Structure

Winning lnaite furrona

In 70 peaws of Bying
the Enclemvor for

Specil Formes, we
heve beer impressed

with the durabilty and
partabilty of the ook
oker aroenive sirdops
I difficuk ferroi.
Jenair's entiusistic
spport was super.
—Mal. Buck Rogers

Affordabla,

portabls, and casiy
transportable

Executive Summary

Cascadia Timber can reduce the cost of forest management in remote, roadless arsas by
selecting a partner to supply 20 versatile ultralight aircraft that also offers proven long-
term support.

Cascadia Timber & ranked as the Mo. 1 company in the workd by Forester’s Monthhy for
low cost, innowative forest managernent. Cascadia Timber Chairrman Woody X. Pine set
the following strateqgic direction:

Wee bave re db everyaiing beer, mave dfffciennly Fom & o poins sf vies, mere sffeciney fFom an
Cascadia Tember Anneal Repont, 2000
Cascadia Timbers Forest Management Division helps improve efficiency and effectivensss
by adopting innovative forest management practices.

In support of Cascadia Timber's strategic direction, the Forest Managernent Division
werbally requested propasals for 20 ultralight aircraft to be used as a forest management
tocl. In owur meetings with Forest Management and punchasing, you cited four primany
nesds

1. Affcrdable, portable, and easly transportable,
2. Alconditions ohservation and comimunication platform
3. Safe and easy to fiy
4. Easyto amemble and maintzin in the fisdd
Cascadia Timber can purchase 20 Endeavor wltralights from jenair for $9500 each, less

than one-half the cost of 3/4 ton 4-whesl diive truscks. The Endeavor offers a unigque
combination of features:

= For bility, the wings, tail ass=mbly, fuselsge, and down tubes iented
B e e T e enesskng 2

= Transportable by three Emddgu not modification. Two carry the 196-0b.
#5]b. engine crate.

fusdage crate, one cames:

Fipare 1. Proven In Use. While ne jFrar saamapemsens proup carrendy ues any npe of simalph, ohe
Endareer bar beem proven iw similer operanions pinh Spacial Forees personmal simee {984

Copygt Shipisy e

APMP Pacific

Witming |xacutre Samroria

All-conditions
obsarvation and
comemunication

platform

Safe and sasy to fly

JEMAIR PILOT
TRABIMG MAMED
IMDUSTRY'S BEST

The Uitrolight Aot s
Association nomed
Jenak s pilal fraining

I @5 best in e
anvual mmpelition.

—Smiall Alrcraft Hawes,
July 10, 200%

Easy 1o assembla and
malkitain In tha Fald

| Forcos tosts

monstrated
emambly In
10 mirmes.
Inexparknced
personnad comphate
& first assomnbly/
dizassombly In 40
milnubas.

Proposal Duthne

- Executive
Summary
Alrcraft
Description
3. Progeram
Owarviow
4. ManageTeni
Approach

M
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To enswre accurate and safe obsenvation in all conditions, the Endeavor offers positree
stability, the ideal control r=sponse. During kevel flight, the pilot can concentrate on
observation, knowing the airoraft tends to fiy its=l. For stable obssrvation during tums,
the aircraft maintsins the uniform attitude the pilot commands, instead of seeking t©
retum ko a fiat attitude.

For versatility, the Endeavor can be equipped to laind on land, water, and snow.
Air to ground communication & improved by the rear engine which minimizes piloct
noisz when compared with front engine madels.

Sade and eazy operation requires good design and excellent pilot training. Endeavar's
design offers clear benefits

Bengdit Fealurg
Excallent ground control Trailing landing gear and conitrdl-stick steering
Smiocth ground ride Landing gear with bulitin shock absorbors
Fugged Survived 16 airdrops without damage

Safn, ofocfive braining #asard-winning tralning program

Cascadia foresters can foous on forest management because the Endeavor is easiby
maintained. Rowtine checks of cables, snap-lock bolts, fittings, and simple preflight tests
are sufficient for safe operation. Wesldy checks of engine fiuids, landing gear and the
prop are required. Annual engine overhauls and in-depth chedis of the prop is requinsd
and can be done at Cascadia's conveniencs by [enair personinel.

Reliable, nagged fight instruments, proven in 10 years of use, require only annusl
calibration.

To enswre fast, scourate assernibly, nondestructible instrusctions ans permanently attached
beneath the instrument panel. To ensure assernibly tools ane always available, they are
akeo connected by a steel cable and attached to the aircmaft

Cascadias Timber has kept on the leading edge of innovative forest management
techniques. Jenair Sports welcomes the opportunity to supphy 20 Endeavor aircraft, flight
and maintenance training, and long term maintenancs and inspection support.

While many ultralights are used for recreation, the Endeavor's unique 100year use by
Spedial Forces personnel ower similar temain and more difficult conditions reduces the i
of use in continuous opetion.

Oiur propasal mirors the issues discussed in owr meetings. Should your requirerments
change, we welcome the cpportunity to discuss further enhancements.
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Winning executive summaries can be easily created" - A5
by following a rational, systematic approach that |

maximizes customer focus.

e
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Five-Step POWeR Writing Process

= Plan

= Organize
= Write

= examine
= Revise
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Three Steps in Learning to Plan

= Define common terms
= | earn the customer
= Practice
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Understanding Customer

Issues, Motivators, and Hot Buttons

Buttons '

w3 | SSUES: Customer
concerns... the worry items
that keep them awake at
night.

«sMOTIVATORS: The
objectives that the
customer is trying to
achieve.

«sHOT BUTTONS: The
consolidated set of issues
and motivators that will
driving the buying decision.
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Ask Questions to Understand Customer

= What is senior management’s vision for future?
= Who are real customers?

= Who has power to make decisions?

= What does customer want?

= What is time frame of opportunity?

= How real is opportunity?

= Where Is customer in buying cycle?

= Will customer issue formal bid request?
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Ask Questions to

Understand Customer Needs (Cont.

= How does customer typically purchase product/service?
= What are customer’s technical issues?
= What are customer’s business issues?
«s0n-time delivery
«sProblem-free delivery
«sQuality assurance
«sPredictable costs
«sProject management
= What is motivating customer to buy NOW?
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Collaborate to Define Customer Needs

and Issues

= Diagnose before you prescribe
= Focus on customer benefits

= Work on win-win, long-term solution for customer, not short-
term gain for seller
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= Features: Aspects of your service/product
= Advantages: Ways your service/product can help prospect
= Benefits: Advantages that solve customer’s problems

= Discriminators: Features of your solution that
«s Differ from competitor’s
o3 Are important to prospect

APMP Pacific Northwest Chapter 2011 30



Using the Customer’s Language

= \Write down
customer’s words

= Ask questions, listen
carefully, make
precise notes

= |dentify hot buttons in
customer’s exact
words

= Scan customer’s
company documents

= Use customer’s words
In verifying hot
buttons

APMP Pacific Northwest Chapter 2011



Organize Content to Sell

= Fundamentals of persuasive organization
= Organizing as instructed

= Mirroring the bid request organization

= Organizing around prospect hot buttons

0
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Fundamentals of Persuasive Organization

= Present according to customer’s needs
= Group similar ideas

= Place most important messages first

= Keep setups short

= Use headings to guide readers
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Organize as Instructed

= Prospect instructions rule
= Apply organizational principles within required organization
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Organize Around Prospect’s Hot Buttons

4. Review (Final summary)
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Using a Four-Box Strategy Template

| = Box 1. Recognize prospect’s
vision, challenges, objectives.
Introduce solution.

= Box 2: Establish and prioritize
prospect’s needs or desired
- outcome. List hot buttons.

= Box 3: Present detalls of solution
In same order as Box 2,
emphasizing benefits and providing
N proof.

i APMP Pacific Northwest Chapter 2011



Using a Four-Box Strategy Template

| R = Box 3 (continued): Present details

- of solution in same order as Box 2,
emphasizing benefits and providing
proof.

Solution

APMP Pacific Northwest Chapter 2011




Using a Four-Box Strategy Template

SR T T = Box 3 (continued): Present details

— of solution in same order as Box 2,
emphasizing benefits and providing
proof.

mns = Box 4: State why prospect should
- select you. Summarize unigue

= contribution to success. Indicate
next step.

ox 4: Review — Summary and Next Steps

APMP Pacific Northwest Chapter 2011




Writing: Create a Strategic Opening in Box

1

" Theme statement
= Vision statement
= Linking statement
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Open Box 1 With a Theme Statement

Benefit

Feature
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Consider a Value Proposition Theme

Feature

Quantified
Benefits
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Add Detalil to a Value Proposition

Feature

Quantified
Return
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Turn a Feature into a Discriminator

Feature

Discriminator
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Theme Statement Litmus Test

s Poor Fair Good Exceptional
Factor/Subfactor factory
1 2 3 i >

M.4.1 Subfactor 4 — Time
required to train new X
users of the system

Justification of Score:

The Acme Corporation solution reduces our training time from 4 hours to 1 hour due to
the intuitive, graphical user interface of their Easy Link™ software.

®. Could an evaluator
use this theme to
justify a high
score?

APMP Pacific Northwest Chapter 2011




Cascadia Timber is ranked as the number one company in the

world by Forester’s Monthly for low cost, innovative forest
management. Cascadia Timber Chairman Woody X. Pine set

the following strategic direction:

“We have to do everything better, more efficiently from a cost
point of view, more effectively from an impact point of view.”

—Cascadia Timber Annual Report

APMP Pacific Northwest Chapter 2011




Cascadia Timber is ranked as the number one company in
the world by Forester’s Monthly for low cost, innovative forest
management. Cascadia Timber Chairman Woody X. Pine set
the following strategic direction:

“We have to do everything better, more efficiently from a cost
point of view, more effectively from an impact point of view.”

-Cascadia Timber Annual Report

Cascadia Timber’s Forest Management Division helps
Improve efficiency and effectiveness by adopting innovative
forest management practices.

Tie vision to
Immediate need.

APMP Pacific Northwest Chapter 2011



Use Vision and Link to Establish Context

Vision <

Link <
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Writing: Preview Hot Buttons in Box 2

= Introduce customer’s hot buttons
= Make hot button ownership explicit
= Cite sources of hot buttons
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Introduce the Prospect’s Hot Buttons

Potential arrogance
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Hot Button Ownership Explicit

Good example
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Cite Source of Hot Buttons

Soften your claim as needed

APMP Pacific Northwest Chapter 2011



Organizing Around a Value Proposition

APMP Pacific Northwest Chapter 2011



Writing: Substantiate Solution in Box 3

= Make your executive summary comprehensive
= Substantiate with success stories

APMP Pacific Northwest Chapter 2011



Make Executive Summary Comprehensive

HOT BUTTONS

Req u I remen tS I ey I

« Hardware i
N 2. Flexibility
Training U

Installation
Support

w
.
e
=
2y
*

w\ww\w\\\\\\M“‘T“““““““‘L DW Su p 0 rt

O

Allocate all major requirements, fEinn)
discriminators, and proofs to one * Photos of BA site

of the hot buttons. ndent test

APMP Pacific Northwest Chapter 2011
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Substantiate with a Success Story

= |[nsert graphic to gain attention

= |[ndicate previous customer’s need

= Tell customer’s reason for selecting you

= Describe solution delivered and resulting benefit
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Quality Delivery Leads to Doubled Order. NYPD Systems needed critical
circuit boards for Robo Cop to be delivered on short notice. After a global
competition, they selected Savvy Circuits because of our automated processes.
After two years of delivery without a single defect, NYPD doubled their order
volume with Savvy Circuits without further competition.
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Costs in Executive Summaries

" Include unless prohibited
" |[nsert against appropriate hot button or at beginning of Box 4

= Establish perspective and context
«s Benefits versus cost
«s Relative costs
«s Reasonable and realistic

= Present graphically

APMP Pacific Northwest Chapter 2011



Writing: Summary and Next Step in Box 4

= Close with costs, summary and next step
= Preview proposal outline

APMP Pacific Northwest Chapter 2011



Close with Summary and Next Step

Proposal Outline
1. Executive Summary
2. Aircraft Description
3. Program Overview

4. Management Approach

Preview/Next step

APMP Pacific Northwest Chapter 2011 59



Design Executive Summary Structure

Winning lnaite furrona

Executive Summary

Cascadia Timber can reduce the cost of forest management in remote, roadless arsas by
selecting a partner to supply 20 versatile ultralight aircraft that also offers proven long-
support

Cascadia Timber & ranked as the Mo. 1 company in the workd by Forester’s Monthhy for
low cost, innowative forest managernent. Cascadia Timber Chairrman Woody X. Pine set

the following strateqgic direction:
Wee bave re db everyaiing beer, mave dfffciennly Fom & o poins sf vies, mere sffeciney fFom an
Cascadia Tember Anneal Repont, 2000

partabilty of the ook E - - 2 .
P A — Cascadia Timbers Forest Management Division helps improve efficiency and effectivensss

I difficuk ferroi.
Jenair's enthusizstic

by adopting innovative forest management practices.

In support of Cascadia Timber's strategic direction, the Forest Managernent Division
werbally requested propasals for 20 ultralight aircraft to be used as a forest management

l. In owr meetings with Forest Management and purchasing, you cited four primany
nesds

1. Affcrdable, portable, and easly transportable,

2. Alconditions ohservation and comimunication platform

3. Safe and easy to fiy

4. Easyto amemble and maintzin in the fisdd
Cascadia Timber can purchase 20 Endeavor wltralights from jenair for $9500 each, less
than one-half the cost of 3/4 ton 4-whesl diive truscks. The Endeavor offers a unigque
combination of features:

= For portability, the wings, tail amembly, fuselage, and down tubes are oriented along a
slim mﬁsmdq&mr:dfnaruggdmm cae.

= Transportable by three l= by design, not modification. Two carry the 196-1b.
#5]b. engine crate.

fusdage crate, one cames:

Fipare 1. Proven In Use. Whiks ne fSrer sarmapemenr frowp correrdy uees amy o sf wlmalghy, e
Englarser ko beew provem i similer operanions pnh Speral Forees personmel simee 984

Copygt Shipisy e
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All-conditions
obsarvation and
comemunication

platform

Safe and sasy to fly

JEMAIR PILOT
TRABIMG MAMED
IMDUSTRY'S BEST

The Uitrolight Aot s
Association nomed
Jenak s pilal fraining
[progrom @ best i Hear
anvual mmpelition.

—Smiall Alrcraft Hawes,
July 10, 200%

Easy 1o assembla and
malkitain In tha Fald

rdal Forras tosts
monstrabad

emambly In

10 mirmes.
Inexparknced
personnad comphate
& first assomnbly/
dizassombly In 40
minutss.
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- Executive
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4. ManageTeni
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To enswre accurat= and safe obsenation in all conditions, the Endeavor
stability, the ideal control r=sponse. During level flight, the pilot can conc
observation, knowing the airoraft tends to fiy itsel. For stable obssreatio

For versatility, the Endeavor can be equipped to lnd on land, water,

Air to ground communication i improved by the rear engine whi
noisz when compared with front engine madels.

Sade and eazy operation requires good design and excellent pilot training. En
design offers clear benefits

Bareil faalure
Excallent ground ot Tralling landing gear 3
smicth ground rida Langing qaar with bulltin shots_
Rugged Survtved 16 airdrops without damag)

Safp, off octive braining #asard-winning tralning program /

Reliable, nsgged fight instruments, proven in 10 years of use, ™
calibration.
To enswre fast, scourate assernibly, nondestructible instructions are py

beneath the instrument panel. To ensure assernibly tools ane ahways
akeo connected by a steel cable and attached to the aircmaft

Cascadias Timber has kept on the leading edge of innovative forest management
techniques. Jenair Sports welcomes the opportunity to supply 20 Endeavor aircraft, flight
and maintenance training, and long term maintenancs and inspection suppg

While many ultralights are used for recreation, the Endeavor's unique 100ye
Spedial Forces personnel ower similar temain and more difficult conditions
of use in continuous opetion.

Oiur propasal mirors the issues discussed in owr meetings. Sho
change, we welcome the cpportunity to discuss further enhancemes




Development Guidelines

= Mocked up by sales before kickoff

= Completed and refined by sales support

= Review with prospect if possible

= Limit to 5 -10 percent of proposal

= Temper by how much customer’s managers will read
= Make more visual than proposal

= Use as basis for briefings

= Maintain customer focus

APMP Pacific Northwest Chapter 2011



Writing Guidelines

= Make stand-alone = Use customer-focused
= Write for decision framework
makers = Summarize offering and
= Make brief but benefits
comprehensive = Support claims
" Include visuals = Tie discriminators to hot
= Don’t assume prior buttons

knowledge

APMP Pacific Northwest Chapter 2011



= Author reviews

= Peer reviews

= Senior management reviews
= “Coach” reviews (?)

APMP Pacific Northwest Chapter 2011 63



eXAMINE Conceptual Issues

= Can customer focus be improved?

" |s customer focus communicated sincerely?

= Are customer issues clear?

= Can strategies and theme statements be strengthened?
= Are additional or better proofs available?

APMP Pacific Northwest Chapter 2011




Revise in Three Stages

1. Be Clear
2. Be Concise
3. Be Correct

APMP Pacific Northwest Chapter 2011



Revision Stage 1. Be Clear

= Write effective subject lines

= Ensure action required is clear

= Keep setups short

= Keep focus on customer

= Organize according to readers’ interests
= Highlight key information

APMP Pacific Northwest Chapter 2011



Revision Stage 2: Be Concise

= Revise paragraphs
= Revise sentences
= Revise words

APMP Pacific Northwest Chapter 2011



Revision Stage 3: Be Correct

= Use the shortest, correct word
= Simplify whenever possible

APMP Pacific Northwest Chapter 2011



Use Lists to Emphasize Points

Guidelines for a good list: Bad list characteristics:
* Name the list 1. Numbering isn’t needed
e Make items parallel 2. Entries should be short,
rather than complete

e Use bullets (unless order is
important)

sentences.

3. Nested lists can confuse

e Limit number of items o
1. Unclear font variations

e Highlight with white space = Mixed indicators
- Not parallel

4. Inconsistent format

APMP Pacific Northwest Chapter 2011



Choosing Active or Passive Voice

The baseline assessment data will be
solicited in a telephone survey.

Monthly progress reports and a
comprehensive final report will be
submitted.

The network was deactivated for three
hours with no explanation.

It is recommended that a feed-forward

sensor be added to the control system.

Assessors will solicit baseline data by
telephone.

Our manager will submit monthly
progress reports and a comprehensive
final report.

We deactivated the network for three
hours, but did not tell users why.

We recommend adding a feed-forward
sensor to the control system.

APMP Pacific Northwest Chapter 2011



Simplify Wordy Phrases

S e T e

have the ability to can
conduct an investigation of investigate
make a modification to modify
make use of use

with the result that so that

APMP Pacific Northwest Chapter 2011




Use Precise, Descriptive Verbs

Consideration is being given to... We are considering...

We will provide opportunities for

. We will train...
training...

Our project manager performs task . :
Prol 8P Our project manager reviews tasks.

reviews.

Our project management process, Our ISO-certified project

which is ISO-certified, allows for management process improves
improved decisions. decisions.

APMP Pacific Northwest Chapter 2011



Avoid Cliches

= pest of breed " raising the bar

= enterprise level = team player

" in the loop " think outside the box
= paradigm shift = we are pleased to

propose

APMP Pacific Northwest Chapter 2011



Eliminate False Subjects

There is some evidence of late Some task orders are late.

completion of task orders.
(10 words) (5 words)

It is certain that changes will need to  Design changes will be needed based
be made to this design based on the  on pilot program results.
results of the pilot program.

(21 words) (10 words)
It will be possible, as the outsourcing = We can identify ways to improve
project proceeds, to identify application use during the

opportunities to improve utilization outsourcing project.
of the application.
(18 words) (12 words)

APMP Pacific Northwest Chapter 2011



Remove Redundant Words

= absolute essentials = depreciate in value
= adequate enough " new recruits

= advance planning " joint cooperation

= and so as a result " past history

= qualified expert = until such time as

APMP Pacific Northwest Chapter 2011



Revision Stage 3: Be Correct

= Use the shortest, correct word

= Simplify whenever possible

= Consult references and use software tools
= Check math*

= Check bolilerplate*

= Check grammar, punctuation, and spelling*

APMP Pacific Northwest Chapter 2011



“But | Used Spell-Checker!”

Situation: Real proposal; visual read-
through before going to customer.

Should have said: “Over the past 8
years, we have enjoyed total success
with our customers.”

What it really said: “Over the past 8
years, we have enjoyed total success
without customers.”




Overview of Four-Box Executive Summary

HB 1 Title HB 2 Title _ HB 3 Title Costs
| | {
i | [Wfsen | Wston | ooy Bl
; Proof Proof Proof i 3 Sl;m;'ﬂmcau}.
e summary, = | 5P !
B | 1 1 and next '
8. g 2 Visual Visual Visual step. ~ | [Summary &
« HB 3 = | |Next Step
Discuss each HB
in order introduced. Vary
length as appropriate.
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Preparing an Executive Summary in a

Panic

= Define customer hot buttons (2-5)

= Allocate major requirements and discriminators to hot buttons
= Assign one hot button to each person on team

= Proposal manager completes first and last pages

" Review as a team, order pages

= Spend remaining time polishing

= Resist changing solution

APMP Pacific Northwest Chapter 2011



AN APMP Pacific Northwest Chapter
> Fall Symposium:

APMP — The Art of Proposal Creation
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The _
Customer

_

| e me—
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R/

The vision of the solution in your presentation must { = = <
align precisely with your proposal. Using your
executive summary as a tool ensures a successful
sales presentation.

e

—_— o
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for Attention

= 3,000 books per day

= 100,000 periodicals per week
= 4,000 databases per month

= 300 CDs per day
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Executive Summary Prospect Presentation

Theme BOX 1 Powerfdl

j vistan Opening Vision

« Statement of Compliance BOX 2 ) ]
Indicate Preview

Compliance = Topics

* Introduce Hot Buttons
Y ' (Hot Buttons)

-
| |
||
| "
"
| |
o
| |
.
L]
I'm
| |
BOX 3 | -
Discuss Each Hot Button :
* Name : Discuss each
[ |
e State Solution and Benefit = Hot Button
||
* Note your discriminator .
and trade-offs = 'State o
» Cite Proof 3 Name Solution :
(experience and 3 (l;BI fi Indicate
an enefit ¥
performance) 2 £ : Trade-offs
.
= Present Summarize
u Proof and Transition
| - to Next
- * Hot Button
. . :
. BOX4 & . _
Cite Price 3 Present
. ;
Summarize Price/ 1
- Explain  Summarize l;l:xt St'.t;pll
Next Step : Basis ow-e H
| = -~ Parting
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Emphasis in Effective Presentations

= Guide eyes to the main point

= Use Iarger font size or color

I = LL

= Use arrows or motion clips

= Caution: Do not overuse.
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Using Color in Effective Presentations

= Avoid distracting backgrounds
= Consider your image and your client’s image
= Use hot colors sparingly for emphasis
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So, We Have Covered---

= |ntroduction

= Purposes of the executive summary

= Strategic executive summary development

= The executive summary and customer presentations

APMP Pacific Northwest Chapter 2011




What Are Your Questions????
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