
Action Items from Feedback 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Dear [Recipient's Name], 

Thank you for your valuable feedback regarding [Insert Topic/Project]. Based on our discussion 

and the insights you've shared, I have outlined the following action items: 

Action Items: 

• Action Item 1: [Description of Action Item 1] - Responsible: [Name] - Due Date: [Date] 

• Action Item 2: [Description of Action Item 2] - Responsible: [Name] - Due Date: [Date] 

• Action Item 3: [Description of Action Item 3] - Responsible: [Name] - Due Date: [Date] 

I will follow up on these items by [Insert Follow-up Date]. Please feel free to reach out if you 

have any further insights or questions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


