
YOU’VE GOT TOOLS!





How To Prepare Executive Summary 
for your Community Action Plan

The Executive Summary is a short (one or two page) 
introduction to your larger Community Action Plan. Working 
through a concise, compelling Program/Project summary will 

help donors understand the following:

•What does your Team intend to do?
•Why is it important?

•How can donors measure success?





10 Steps to a Concise Executive Summary

1. Who is asking for the funds?
2. What is the title and a compelling vision of the 

long-range program?
3. What community challenge(s) are address by the 

program?
4. Who will directly benefit from the program?
5. What is the first project that will contribute to the 

long-term program?



A successful short-term Project can open the door 
to funding for a larger Program vision.

6. What are the most important steps to complete the first 
project?

7. Are there partners, either funding, in-kind or volunteer, in 
this effort?

8. How will project success be measured?
9. What is the budget for both short-term project and long-

term program?
10. What supporting materials will be available upon request 

by a donor?



Examples on our Website under ICP Tool Box


