Summary Report of Business Advisory
Council Discussions

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

Subject: Summary Report of Recent Business Advisory Council Meeting

Introduction

This report summarizes the key discussions and outcomes from the recent Business Advisory
Council meeting held on [Insert Date].

Attendees
e [Name 1]
e [Name 2]
e [Name 3]
e [Name 4]

Key Discussion Points
1. [Discussion Point 1]

2. [Discussion Point 2]
3. [Discussion Point 3]

Action ltems

e [Action Item 1 - Responsible Person]
e [Action Item 2 - Responsible Person]
e [Action Item 3 - Responsible Person]

Conclusion

We appreciate the contributions and commitment of all council members. The next meeting is
scheduled for [Insert Next Meeting Date].

Best Regards,
[Your Name]



[Your Position]
[Your Contact Information]



