
Updates on Action Items 

Dear [Franchise Owners/Team], 

We hope this message finds you well! Following our recent brainstorming session, we have 

compiled the action items and updates for your reference: 

• Action Item 1: Develop a social media strategy 

o Status: In Progress 

o Assigned to: [Name] 

o Deadline: [Date] 

• Action Item 2: Launch customer feedback initiative 

o Status: Completed 

o Assigned to: [Name] 

o Deadline: [Date] 

• Action Item 3: Revise training materials 

o Status: Not Started 

o Assigned to: [Name] 

o Deadline: [Date] 

Thank you for your continued contributions and efforts. Please feel free to reach out if you have 

questions or need further clarification on any item. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


