
Follow-Up Notes from Staff Meeting 

Date: [Insert Date] 

To: [Insert Staff Names] 

From: [Your Name] 

 

Meeting Summary 

Thank you for your participation in our recent staff meeting. Below are the key points discussed: 

• Overview of current projects and their progress 

• Updates on client services and outreach efforts 

• Collaboration opportunities with local organizations 

• Next steps for ongoing initiatives 

Action Items 

1. Complete the client feedback survey by [Insert Due Date]. 

2. Prepare a report on outreach activities for the next meeting. 

3. Schedule a follow-up meeting with [Relevant Organization]. 

Next Meeting 

The next staff meeting is scheduled for [Insert Date and Time]. Please ensure your availability. 

Thank you for your hard work and dedication to our mission! 

Sincerely, 

[Your Name] 

[Your Title] 


