

 UNCLASSIFIED
                                            EXECUTIVE SUMMARY

        17 August 20XX
(U) PREPARATION OF AN EXECUTIVE SUMMARY (EXSUM).  (U) (Office Symbol)

An EXSUM is a brief summary in response to a question or to provide information.  The 

EXSUM should not exceed 15 lines.  Prepare in a concise and informative style in the 

active voice.  Use approved acronyms and abbreviations, and spell them out the first

time used.  De-identify EXSUMs containing protected health information to not contain

name, rank, or other individually identifiable information.  Use Arial 12 pitch font and 1-

inch margins.  The EXSUM should begin with the overall classification, followed by the

subject (capitalized and underlined) and the originator’s office symbol, followed by the 

body of the summary.  Identify the originator and indicate EXSUM approval as shown 

below ( note alignment).

       LTC Name/DASG-XX/(XXX)XXX-XXXX

                    Name@email

       APPROVED BY: COL Name
         UNCLASSIFIED
Additional GUIDANCE for completion of the EXSUM:

EXECUTIVE SUMMARY (hit enter 3 times to type date)

   (Date at right margin, then hit enter twice to start questions below) 8 June 2001

1.  What question is being answered?  (Type these three questions as shown, then answer each question.  Cover the purpose and origin of the Executive Summary (EXSUM) in these questions)  

2.  Why does the SA/CSA/VCSA (or whomever you’re addressing this to, such as DAMI-ZA) need this information? 

3.  What action by SA/CSA/VCSA (or whomever your addressing this to) is required?  (After answering this line, hit enter 3 times and type subject title below)
(  ) SUBJECT TITLE HERE (  ).  Body of EXSUM.  As with any correspondence, spell out all acronyms when first used in the EXSUM.  When the EXSUM contains classified information, identify the overall classification level at the top and bottom of the page, and in parenthesis at the beginning of the text.  Identify the classification level of the title in parenthesis following the title.  No markings are required for an unclassified EXSUM.  Include classification authority at the left margin three spaces down from the “APPROVED BY” line.  Use plain bond paper, Arial font and twelve point pitch.  When preparing an EXSUM to be forwarded via e-mail, prepare as an MS Word document and attach it to an e-mail.  Type the action officer’s name/office symbol/telephone number on the second line below the last line of text and flush with the right margin.  Type the action officer’s unclassified e-mail address below the action officer’s name/office symbol/telephone number.  Type the words “APPROVED BY” on the second line below the e-mail address (required here is Director, Deputy, Executive Officer of Division Chief’s signature or typed name).  

                                                                            MAJ Name/DAMI-POD/XXX-XXXX
                                                                                       Name@email
                                                                   APPROVED BY__________________

Derived from:  Security Classification Guide (SCG)

Declassify on:  1 January XXXX

