
Creating An Executive Summary 

Good marketing materials should start with an “Executive 

Summary” that gives a clear overview of what your business, 

service and programs are all about. 

Here are the six parts of an Executive Summary: 

1. Problem – Make it crystal-clear that you understand what 

your prospects are experiencing by discussing their problems, 

challenges, pains, or predicaments. 

2. Solution – Discuss what’s possible or what things will be like 

when your prospects’ problems are solved. 

3. How come? – Discuss why your prospects are stuck in #1 

and not doing #2. 

4. What you need to do – Discuss the basic steps necessary 

for your prospects to resolve their problems. 

5. What your program or service is, its ultimate outcome and 

some of the components and structure of the service or 

program.  

6. Call to Action – What you need to do to find out more about 

this program or service.  
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Applying the formula to your marketing materials 

One of the biggest mistakes I see with clients is that they 

start with #4 and #5 first. They tell everything they do to solve 

the problem before there is agreement that there is even a 

problem to solve. 

And you wonder why people are not interested in what you 

do. Well guess what, they aren’t! They first want to know that 

you understand their situation and then they want to know 

how you can help them. 

This Six-Step Executive Summary model provides the perfect 

template for simple, direct and persuasive marketing materials 

that do just that. It gives you the format for creating an 

Executive Summary about your business and your services 

that speaks directly to the needs of your prospective clients. 

Your Executive Summary can be printed on two or three pages 

and can serve as the preliminary document you provide to 

your prospective clients. The same format might also be used 

for the text on your web site’s home page. 

Below is a sample based on my Marketing Action Groups. 
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Not Attracting Enough High-End 

Clients to Your Business? 

Do you continually struggle with attracting great clients? Do 

you love performing your professional service but find it a real 

chore to market and sell new high-end programs and services? 

And if you’ve done various marketing activities, have you 

found the response to be less than you hoped for? When you 

get a lead to a good potential client do you find that you don’t 

convert a large percentage of them into paying clients, and if 

you do convert them, do you often not get paid what you feel 

you’re worth? 

You Can Learn How to Attract High-End Clients to Your 

Business 

Your marketing can be much more successful. And it should 

be just as easy and as fun as performing your professional 

services. The key is first developing powerful, outcome-based 

programs and services and then learning how to present their 

value with impact to your prospective clients. When you do 

this successfully, you can start charging higher fees, as well as 

getting superior outcomes that result in referrals from 

satisfied clients.  Sound impossible? It’s not. 
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If It’s So Easy, Why Haven’t You Done It? 

Most professional service providers are notoriously bad at 

packaging their services and programs for value. They put 

too much attention on selling their processes, not their 

outcomes. And they don’t charge what their services or 

programs are really worth.  

When you package and present your services and programs in 

a way that builds a powerful case for your value and 

outcomes, the effort and struggle disappears from marketing 

and selling. You attract more clients and you make more 

money. 

Master a Four-Step Process to Attacting Clients 

Successfully marketing and selling-high-end professionals 

service is a straightforward four-step process: 

1. Develop one or more High-End Outcome-based (H.E.O.B.) 

programs or services.  

2. Get the attention of prospective clients who are looking for 

the ultimate outcomes you deliver through your programs.  
3. Present your service or program through an interactive and 

dynamic presentation that makes a powerful case for your 

offering – one that makes it irresistible.  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4. Explore with your prospective client if what you are offering 

is a good fit through a no-pressure Strategy Session.  

This marketing and selling approach will give you a continuous 

flow of ideal high-end clients who are ready to work with you 

and pay you what you’re worth.  

Our Program: The Marketing Action Group 

Hi, I’m Robert Middleton and I teach this marketing and 

selling approach to self-employed professionals through my 

intensive 9-month Marketing Action Group training and 

coaching program conducted virtually with clients all over the 

world.  

Programs start twice a year in April and September. If you’d 

like to know more about the next Marketing Action Group, 

please join our notification list for our next introductory 

webinar. Webinars are conducted In Feb and July each year. 

Just go to the link below: 

http://actionplan.club/notify 

________________________________________________________________ 

So, I hope that’s clear! Are your services presented in a way 

that makes it easy for people to know why they need you and 

how you can help them? This Executive Summary format is a 
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way to expand on your Core Marketing Message and 

communicate the most important information about your 

services. 

Action Plan 

Create your own Executive Summary of your services by 

following the basic outline above. This is one of the most 

important “marketing acts” you will perform in your business. 

Don’t take another step until you’ve done it. Remember, it’s 

not an academic exercise. This summary becomes the 

foundation of your marketing materials. 

You can print it on a page or two and hand it out to potential 

clients. You can shorten it somewhat and put it on the first 

page of your web site. And then your Executive Summary will 

become the foundation of a Presentation you create to 

present your programs or services with real impact. 
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