Action Items from Healthcare Strategic
Planning Meeting

Date: [Insert Date]
To: [Insert Recipient Name]
From: [Insert Your Name]

Subject: Action Items

Summary of Meeting

The strategic planning meeting held on [Insert Date] focused on improving healthcare service
delivery and operational efficiency. Below are the action items agreed upon during the meeting.

Action Items

e Action Item 1: [Description of Action Item 1] - Assigned to: [Name], Due Date: [Due

Date]
e Action Item 2: [Description of Action Item 2] - Assigned to: [Name], Due Date: [Due
Date]
e Action Item 3: [Description of Action Item 3] - Assigned to: [Name], Due Date: [Due
Date]
Next Steps

Please ensure that the assigned action items are completed by their respective due dates. We will
convene again on [Insert Next Meeting Date] to review progress.

Thank you,
[Your Name]

[Your Position]
[Your Contact Information]



