Outcomes Summary for Internal Skills
Workshop

Date: [Insert Date]

Location: [Insert Location]

Dear Team,

We are pleased to provide you with the summary of outcomes from our recent internal skills
workshop held on [insert date]. The workshop aimed to enhance our team's capabilities in
[specific skills or topics covered].

Workshop Overview:
Duration: [Insert Duration]
Facilitator: [Insert Facilitator's Name]
Participants: [Insert Number of Participants]
Key Outcomes:
Increased understanding of [specific topic].
Improved skills in [specific skills].

o Enhanced collaboration among team members.
o Development of action plans for implementation of new skills.

Next Steps:
Please find below the actions to be taken as a follow-up:
e Schedule follow-up meetings to assess progress on action plans.

o Encourage team members to share feedback and additional resources.
« ldentify further training opportunities based on participant needs.

Thank you for your participation!

Best regards,

[Your Name]
[Your Position]
[Your Company]



