(CLASSIFICATION)

EXECUTIVE SUMMARY

(U)  PREPARATION OF AN EXECUTIVE SUMMARY.  (U)  (Agency Office Symbol)
An EXSUM is a brief summary of information either in response to a question or to provide information.  The EXSUM should not exceed 15 lines.  It should be prepared in a concise but information style, making use only of approved acronyms and abbreviations.  Normally, abbreviations are spelled out before using.  The EXSUM should begin with the overall classification, followed by the subject (underlined).  The originator's organization will appear next, followed by the body of the summary text.  Ensure that the originator is identified and the EXSUM approved as shown below.  "PREPARE MEMO" should end the summary.
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