
Subject: Next Steps Following Our Annual 

Technology Review Meeting 

Dear Team, 

Thank you all for your participation in our Annual Technology Review Meeting held on [Date]. 

It was great to gather insights and discuss our technology strategy moving forward. Below are 

the next steps based on our discussions: 

1. Follow-Up Action Items:  

o Complete the technology audit by [Deadline] - Responsible: [Name] 

o Research new technology trends and tools - Responsible: [Name] 

o Schedule a follow-up meeting to discuss findings - Date: [Date] 

2. Documentation:  

o Distribute meeting minutes and key takeaways by [Date] 

o Update the technology roadmap based on feedback - Due by [Date] 

3. Implementation:  

o Initiate pilot projects for approved technologies - Start Date: [Date] 

o Monitor and report on pilot outcomes - Responsible: [Name] 

Please ensure that your respective tasks are completed by the specified deadlines. Your 

cooperation is vital for our continuous improvement and success. 

Thank you once again for your contributions, and let's keep the momentum going! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


