
Recap Summary of Virtual Roundtable 

Session 

Date: [Insert Date] 

Time: [Insert Time] 

Participants: [List of Participants] 

Introduction 

The virtual roundtable session focused on [insert main topic], aiming to bring together key 

stakeholders to discuss [insert objectives]. 

Key Discussion Points 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

Action Items 

• [Action Item 1 - Assigned to: Name] 

• [Action Item 2 - Assigned to: Name] 

• [Action Item 3 - Assigned to: Name] 

Next Steps 

We plan to follow up on these points in our next meeting scheduled for [insert date]. 

Conclusion 

Thank you to all participants for their valuable contributions. We look forward to our continued 

collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


