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Executive Summary 

Use Heading 1s for the main headings in your report. For the Executive Summary, 

choose Heading 1. These sample headings are appropriate for legislatively 

mandated reports, as is the brief description of each section’s required content. If 

your report is not legislatively mandated, follow this guidance only if it is relevant to 

your report. 

An Executive Summary may not always be required, especially in shorter reports.  

Required Content: The Executive Summary should refer to the legislation that 

requires this report and include a hyperlink to statute, as appropriate. Summarize 

important points of the report and its conclusion. Do not provide opinion. 

The Executive Summary should not be confused with the Introduction or 

Background. 

How long must this report be? 

There is no set number for the length of a report. An average report runs about 20 

pages. Shorter reports are usually better, as long as the information in the report 

satisfies the legislative mandate or other requirements. Longer reports may contain 

information that is better included in an appendix. 

In setting the length for your report, consider these two points: 

● Is it clear? Have you followed the principles of writing in plain language? 

● Is it complete? Does the information meet the mandate? 

If background data that is not required is illustrated in another online report, add a 

reference to that report and include appropriate hyperlinks. 
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1. Introduction 

Required Content: The Introduction is used to grab the reader’s attention and to 

present the major points of the report in order without going into detail. It should 

also include a summary of the bill or law in layman's terms that applies to this 

report. Use the legislative requirements to structure the remainder of the main 

headings following the Background section. 
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2. Background 

Required Content: This section should include information that a reader who is 

not familiar with the subject matter would need to understand the content of the 

report and why it is being prepared. Include any relevant information related to the 

legislation or the topic of the report (appropriate statistics, references to previously 

prepared reports, etc.). If needed to understand the content or purpose of the 

report, this section may also include the history of the program, the need for the 

program or other context. 
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3. Main Content, with Further Sections as 

Required per Legislative Mandate 

Required Content: To the extent possible, this and following sections should 

correspond to the statutory requirements for the content of the report. Example: If 

there is a bulleted list of required elements in the Introduction, make each element 

a section heading. Keep same order with headings as in the bulleted list. For 

legislatively mandated reports, avoid including information beyond what is 

statutorily required in body of report.1 

When tables make up part of the report, consider whether each table contributes 

directly to the main discussion. If not, put the table in an appendix. In this 

template, tables automatically use the HHS Table for Text Data style, which sets 

alignments, shading, and other parameters of table formatting. For tables that do 

include financial data, change the table style to HHS Financial Data. 

                                       
1 Footnotes should be inserted immediately after the period without a space. Under the 

References tab in Word, choose “Insert Footnote” where you want a footnote to appear. The 

footnote should fall at the bottom of the page where the related text appears, as in this 

example. Footnotes will appear in the Footnote style, which uses 10-point Verdana. 

Footnotes should be inserted immediately after the period without a space. 
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4. Conclusion 

Include a brief statement regarding the key point(s) the reader should take from 

the report. 
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List of Acronyms 

Include a list of all acronyms that appear in the report. Add each new entry in its 

own row of this table. (Delete this instruction before publishing.) 

Acronym Full Name 
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Appendix A. Guidelines for Using Appendices 

Before adding an appendix for supplemental information, consider whether it is 

already available online in another authoritative source. If so, consider adding a 

hyperlink to that source rather than reproduce the same information in your report. 

Use appendices for relevant information or documents that contribute significantly 

to the usefulness of the report. 


