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Project summary
In a maximum of 250 words the summary should include:
· The problem: the current challenge/need, why it matters, and who it affects
· The potential solution: what the project is aiming to achieve and how
· The benefit: the positive outcomes and impact for people 

[INSERT SUMMARY]

Think about the following:
· Know your audience: write with your reader in mind.
· Use simple words: use common words instead of complex or technical jargon.
· Use short sentences and paragraphs: to make content easy to read.
· Use active voice: use active verbs over passive ones.
· Structure your content: use lists, headings, and white space to break up text.
· Be direct: get straight to the point, avoiding unnecessary words and phrases.

Contact information
For further information about this project contact [INSERT EMAIL ADDRESS].


Checklist
☐ I have read the plain language guide and have used the six writing techniques.
☐ The summary is no longer than 250 words.
☐ Someone with no knowledge of the project has read and understood this summary.


This template was developed for the Scottish Approach to Change
