
Action Items from Stakeholder Engagement 

Meeting 

Date: [Insert Date] 

Location: [Insert Location] 

Attendees: [Insert Names of Attendees] 

Summary of Discussion 

[Brief summary of the meeting discussions] 

Action Items 

• Action Item 1: [Description of action item 1] - Responsible: [Person/Team] - Due Date: 

[Insert Due Date] 

• Action Item 2: [Description of action item 2] - Responsible: [Person/Team] - Due Date: 

[Insert Due Date] 

• Action Item 3: [Description of action item 3] - Responsible: [Person/Team] - Due Date: 

[Insert Due Date] 

Next Steps 

[Outline the next steps following the meeting] 

Next Meeting 

Date: [Insert Date of Next Meeting] 

Location: [Insert Location] 

Thank you for your participation and contributions. 

Sincerely, 

[Your Name] 

[Your Position] 


