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1 Context

[One short paragraph framing the subject: who asked, what question is being answered, and the
scope of what this summary covers. State the situation as it stood at the start of the period —
the baseline against which everything below is measured. Keep it to the setup; the findings come
next.|

2 Key Points

[142] [31%] [$22,800] 3.5%]
[Leads] [Growth]| [Revenue| [ROT]|

[One- or two-sentence read on the figures above: the single most important takeaway, stated
plainly. This is the line the reader should remember if they read nothing else.]

3 What Happened / Findings

¢ [Finding #1] — [what was observed or delivered, with the number that anchors it].

¢ [Finding #2] — |[what moved, by how much, and why it matters to the reader].

e [Finding #3] — |a result or change worth flagging, with the evidence behind it].

e |[Finding #4]| — [the item that needs the reader’s attention — a risk, a blocker, or an open

question].

4 Recommendations / Next Steps

1. [Action #1] — [the specific next step, who owns it, and the outcome it targets].
2. [Action #2] — [the second step and the metric it is meant to move].

3. [Action #3] — [a decision or input needed from the reader to proceed].

Bottom line: [one closing sentence stating the recommended direction and the single decision
the reader needs to make next.|
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