
Team Retreat Follow-Up Summary 

Dear Team, 

Thank you all for an inspiring and productive retreat! Here's a brief summary of our discussions 

and action items: 

Highlights 

• Team building activities strengthened our collaboration. 

• Insightful discussions on future projects and goals. 

• Identified key challenges and potential strategies. 

Action Items 

1. Project A: Assigned to John, due by next month. 

2. Team Workshops: Scheduled bi-weekly, led by Sarah. 

3. Feedback Survey: Please complete by the end of this week. 

Next Steps 

We will reconvene in two weeks to review progress on our action items. Your input is valuable, 

so please feel free to share any further thoughts or suggestions. 

Best regards, 

[Your Name] 

[Your Position] 


