Executive Summary
An executive summary is just that: a summary of a much longer report which allows a busy executive to read all the important matter of the report without have to wade through page after page of material.  An executive summary is written in concise language.  Every word counts in an executive summary.

An executive summary is formatted the same way as the rest of the paper.  It is actually a document unto itself that is placed at the beginning of a longer document.  It is meant for the eyes of the executives of a company that do not have the time or understanding to read the complete document, for instance, a highly technical report of some kind.  The document contains the highlights of the report so that the executives do not have to read the entire document, yet they can know the important particulars that it contains.  The length of the executive summary depends upon the length of the paper.  Ordinarily, the executive summary would not be more than two pages.  It could be as brief as two or three paragraphs.
There is a big difference between an executive summary and an abstract.  The abstract also summarizes the main points of a research paper, including the recommendation or conclusion.  The executive summary provides more detail, providing an executive with more of the rationale for decision making.
 

If you are to write an executive summary as an assignment, there should be some report that you will be summarizing.  So, the longer paper comes first.  Once you have the longer paper, you will summarize the topic or issue, the main points developed, any rationale, and then the conclusion of the paper.  Use the present tense and use only third person--the executive summary is ordinarily quite formal.  The good thing about an executive summary is that it does not require any new research or thinking on your part--you are only summarizing what someone else has written. 
 

Generally, executive summaries are reserved for business documents rather than academic papers.  You should be able to find an example in a business writing textbook or you could get further information from your instructor.

