
Guidance Discussion Results 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Results of Guidance Discussion 

Dear [Recipient's Name], 

Thank you for participating in our recent guidance discussion. I appreciate your insights and 

contributions. Below are the key results and action points from our meeting: 

Discussion Points 

• Point 1: [Details] 

• Point 2: [Details] 

• Point 3: [Details] 

Action Items 

• Action 1: [Assigned to Person, Due Date] 

• Action 2: [Assigned to Person, Due Date] 

• Action 3: [Assigned to Person, Due Date] 

We look forward to following up on these items in our next meeting scheduled for [Insert Date]. 

Please feel free to reach out if you have any questions or further comments. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


