
To: [Recipient Name] 

From: [Your Name/Organization] 

Date: [Date] 

Subject: Executive Summary: [Project/Investigation Name] Findings 

1. Purpose 

The purpose of this letter is to summarize the key findings from the review conducted between 

[Start Date] and [End Date] regarding [Subject Matter]. 

2. Scope of Review 

The assessment focused on the following primary areas:  

• [Area 1] 

• [Area 2] 

• [Area 3] 

3. Key Findings 

Based on the data analyzed, the following critical observations were made:  

• [Finding 1]: [Brief description of the observation and its impact]. 

• [Finding 2]: [Brief description of the observation and its impact]. 

• [Finding 3]: [Brief description of the observation and its impact]. 

4. Recommendations 

To address the findings noted above, we suggest the following actions:  

• [Recommendation 1] 

• [Recommendation 2] 

5. Conclusion 

Overall, the findings indicate that [Summary Statement]. A full detailed report is attached for 

your reference. 

Sincerely, 

[Your Signature] 

[Your Title] 


