Follow-Up on Leadership Retreat

Dear Team,

Thank you for your participation in our recent leadership retreat. Your insights and contributions
were invaluable. Below are the next steps we discussed and a follow-up on key action items:

Next Steps
o Action Item 1: Develop a comprehensive action plan by [Date]. Assigned to [Name].

e Action Item 2: Schedule a follow-up meeting for progress updates on [Date].
e Action Item 3: Circulate a summary of the retreat discussion points by [Date].

Follow-Up Items

We encourage everyone to review their notes from the retreat and consider how you can
contribute to our initiatives moving forward. Please send any additional feedback by [Feedback
Deadline].

Looking forward to our continued collaboration and success!

Best regards,

[Your Name]

[Your Position]

[Your Contact Information]



