
How to work with the Graduate Writing Center (GWC) on your NRP PI FY20 Executive Summaries 

Dear NRP PIs,

The GWC looks forward to working with you and your student researchers to develop and/or finalize your NRP 
Executive Summaries.

We want to make the process of producing and finalizing your NRP Executive Summary as smooth as possible, and, 
if you’re willing, to help your students learn to write exceptional executive summaries. This is a skill they will rely on 
often as they promote in their careers.

To help you generate polished, publication-ready documents aimed at an audience of non-subject-matter experts, we 
offer fresh sets of eyes, writing-specific expertise, and respect for your time and own expertise.

FOCUS
In our work with you, we will pay close attention to the following:

Does your executive summary do what an executive summary should?
Do the sections fulfill their purpose?
Are ideas, paragraphs, and sentences logically ordered?
Are all acronyms defined and accurate?
Is the summary thorough, yet concise?
Is the writing clear and accessible?
Is it written for a non-SME audience?
Is it free of typos and grammatical and punctuation errors?
Has APA format for citations and references been followed?

PROCESS
One writing coach will be assigned to work with each faculty member and, if you choose, your student researchers. We 
can help during any stage: planning, drafting, revising, copyediting, and/or finalizing.

We can work with you through video-conferencing and document-sharing software (e.g., Zoom, MS Teams), phone, 
email, or a combination of these methods. 

EXECUTIVE SUMMARY WORKSHOP
In addition to our individual work with you on these projects, please consider attending our workshop on writing NRP 
Executive Summaries, offered exclusively to faculty. It will be offered twice: Thursday, September 17, 1200-1250 and 
Tuesday, September 22, 1200-1250. Please email abby.mcconnell.ctr@nps.edu directly to register.

NEXT STEPS
Given the publication timeline for the NRP Annual Report, we would like to start working with you in mid to late 
September. Please contact Sandi Leavitt, srleavit@nps.edu or Abby McConnell, abby.mcconnell.ctr@nps.edu, with 
questions or to let us know how you would like to move forward.

NRP project deliverables are to be submitted according to the guidance listed at: 
https://my.nps.edu/nrp/project-deliverables

For NRP project deliverable questions or concerns please contact the NRP Office, nps_nrp_poc@nps.edu 


NPS NRP Executive Summary

Title: [Same as original IREF title]
Report Date: [MM/DD/YY] Project Number (IREF ID): [NPS-FY-XXXX-X]
Naval Postgraduate School / School: [School’s Full Name]



PLEASE READ THIS ENTIRE DOCUMENT BEFORE STARTING YOUR EXECUTIVE SUMMARY



All NRP Executive Summaries, other Distribution Statement-A project-related deliverables, and the NRP Annual Report will, as required, be published and publicly distributed.



ESSENTIAL ELEMENTS:  Your executive summary should be a highly condensed, stand-alone version of your research project that leaves the reader with a solid understanding of the overall purpose, scope, methods, and findings of your research and any policy recommendations. 



Other specifications for the NRP Annual Report Executive Summaries include the following: 


· Publishable, academic-quality writing.



· Written for security experts who are not subject matter experts (SMEs) in your field or topic.



· Length of 3–5 pages, approximately 600–800 words.



· Adherence to guidelines outlined in the NRP Executive Summary Template:

· ALL information requested on the Cover Page and in the body of the template is required.

· References should only be included if works are cited in the executive summary itself.

· APA citation style is required for citations and references. 

· Acronyms are to be written out at first use, and not used if the term is used only once. 


· Distribution Statement (NPS Distribution Instructions) (Distro A) on the Cover Page. If your research is classified in such a way that the detailed findings cannot be published publicly (Distro A), then we require two versions of your executive summary: 



· A publicly releasable executive summary with as much detail as possible. We understand that the public-release version may be quite short, but is still required. “Approved for public release: distribution unlimited.” must appear on the Cover Page of this version. Only this version can be loaded into FAIRS and sent via unencrypted email. 


· If applicable, a restricted, more complete executive summary with the appropriate distribution statement listed on the first page, along with classification markings, if appropriate. Submit this version via classification-appropriate methods. 


· Word file named accordingly:  IREF-ID-Number_NRP_ExecSum-Report-Type_ PI-LastName.docx 
(e.g., NPS-20-M900-A_NRP_ExecSum-Final_Lytical.docx).


· Final GWC-reviewed, Distribution Statement-A executive summary submitted in two ways: 

· In FAIRS

· As a Word document to NPS_NRP_POC@nps.edu.



DO NOT:

· Insert any footnotes or endnotes.

· Reference and/or embed figures, graphs, or images (the only non-text elements in the executive summary are the NPS and the NRP logos, which we have placed for you). 

· Change the format (font, spacing, bullet style, etc.) in the template. NOTE: This template uses the Minion Pro font, which is not a default MS Word font, but it is the required daily-use font at NPS. For more info and font download see:  https://my.nps.edu/group/mynps/nps-style-guide.





For additional NRP project-deliverable submission guidance, see: https://my.nps.edu/nrp/project-deliverables/

Naval Postgraduate School (NPS) Naval Research Program (NRP) Executive Summary Template Guidance 9/6/19

For questions and inquiries, contact: NPS_NRP_POC@nps.edu.
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Monterey, California

PROJECT TITLE [Same as original IREF title]







Executive Summary Type: Final Report

Period of Performance: [MM/DD/YYYY–MM/DD/YYYY]



Principal Investigator (PI): [Title\Rank, Name, and School\Institute Name and Department 

(e.g., Dr. Ana Lytical, GSEAS, Mechanical and Aeronautical Engineering (MAE).; or Mr. Pat Smart, GSOIS, SEED Center; or CAPT Perry Scope, USN Ret., GSOIS, Defense Analysis)]

Additional Researcher(s): [Title\Rank, Name, School, Institute Name\Department; Title\Rank, Name, School, Institute Name\Department; etc.]

Student Participation: [Rank, Student Name, Service, and Department (e.g., LCDR Able Seaman, USN, Operations Research)]



Prepared for:

Topic Sponsor Lead Organization: [(e.g. N1, N2/N6, N8, HQMC I&L, HQMC AVN, etc.)]

Topic Sponsor Organization (if different): [(e.g. NAVAIR, NAVSUP, 3rd MAW, MCLOG, etc.)]

Topic Sponsor Name: [Official Position Title, Title or Rank and Name (e.g., N9 Science Advisor, Dr. Ana Lytical; or Director of Logistics, Operations Analysis Division, LtCol Aldis Lamp)]

Topic Sponsor Contact Information: [(email and phone)]



Distribution Statement: Approved for public release; distribution is unlimited. [For other versions that are CUI or classified, use appropriate statement and markings.]






EXECUTIVE SUMMARY





Project Summary (Abstract)	

[A brief (200–250 words) comprehensive summary of the research, which can stand alone and presents the most important results of the work. 



Think of the abstract as a classified ad for your thesis, and one in which you are being charged by the word. An abstract succinctly and clearly states your purpose, research question or problem statement, methods, results, conclusions and recommendations. It gives readers just enough information to decide whether they want to read more—it should pique their interest. Five sentences make for a good length, one each for research question or problem statement, methods, results, conclusions, and recommendations). Be sure to include keywords tied to your research that can be searched in a database. Abstracts do not include parenthetical citations or footnotes.] 



Keywords: [Keywords formatted in italicized font, including any acronyms, both as full terms and abbreviations. Your keywords will help readers find your work in research and library databases.]



Background (and Hypotheses)

[A short narrative on the historical and operational background of the effort conducted. Past research by you and/or others should be referenced in this section, including how the relationship of your study to current knowledge of a problem. Include your original expectations or hypotheses.]



Findings and Conclusions (to include Process/Methodology)

[State the purpose of your study in relation to the Topic Sponsor’s command requirements, such as: 


· What communities or functional areas (e.g., such as manpower, operations, etc.) could be affected by your research results?  

· How does your study integrate with the sponsor’s command requirements?

· How it might aid their mission accomplishment?



State the purpose of your study in relation to the expansion of knowledge, such as: 


· to apply theory to an empirical test; 

· to better understand the relationship between variables; 

· to determine the effectiveness of a method, technology, or program. 


Discuss the findings of the research conducted: 



· Do your results confirm, in full or in part, your original expectations or predictions? 

· Which hypotheses were supported, and why?

· Which hypotheses were not supported, and why?

· Did you find that any hypotheses or variables were interrelated? If so, what and why? 

· What limitations are inherent in your research procedures and what, if any, are the implications for results?




Discuss the relationship of your results to the original problem:



· Will any of your research conclusions make a difference, help solve the problem, or improve the situation?

· What are the long- and short-term implications of your findings?

· How do your findings relate to those of other cited researchers?



Provide a complete description of the methodology for the study. Discuss in detail your data collection approach, as well as data analysis conducted, such as:  


· Interviews, sources of raw data, and reliability of the raw data

· Analytical approaches taken in breaking down data for stakeholders

· Student role in the research]



Recommendations for Further Research

[Present and discuss actions for future researchers. Ideally, you will make a formal recommendation regarding solutions best supported by your findings. If your recommendations are implemented, what additional research will be needed?]



References

[Only list references that you have cited in this executive summary. Use APA (7th ed.) to cite sources: https://libguides.nps.edu/citation/apa]



Acronyms

[List all acronyms you have used in this executive summary in alphabetical order by full term. 

Refer to: https://blog.apastyle.org/apastyle/abbreviations/. 



The first time you use an abbreviation in the text, you should present both the full term and the abbreviation. However, there are some exceptions: 
See https://blog.apastyle.org/apastyle/abbreviations/#Q10.



In addition, if you only use the term once, don’t include the acronym unless it is necessary for keyword completeness.



List format for example only, not as suggestions for acronyms to include in your list:



Naval Postgraduate School 	NPS

[bookmark: _GoBack]Naval Research Program	NRP]
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