
Suggestion Box Summary 

Date: [Insert Date] 

Dear [Team/Department Name], 

Summary of Suggestions 

• Suggestion 1: [Brief description of suggestion 1] 

• Suggestion 2: [Brief description of suggestion 2] 

• Suggestion 3: [Brief description of suggestion 3] 

Common Themes 

[Brief analysis of common themes observed in the suggestions] 

Next Steps 

[Outline of any actions to be taken based on the suggestions] 

Thank you for your valuable input! 

Best regards, 

[Your Name] 

[Your Position] 


