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Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Employee Insight Action Report 

Introduction 

This report summarizes the findings from the recent employee insights survey and the actions 

recommended based on the feedback received. 

Key Findings 

• Overall employee satisfaction score: [Insert Score] 

• Top areas of concern: [Area 1, Area 2, Area 3] 

Recommended Actions 

1. Implementation of [Action Item 1] 

2. Enhancement of [Action Item 2] 

3. Monitoring of [Action Item 3] 

Conclusion 

We recommend prioritizing these action items to improve employee satisfaction and 

engagement. A follow-up assessment will be conducted in [Insert Time Frame]. 

Next Steps 

Please review the recommendations and prepare for discussion in the upcoming meeting 

scheduled for [Insert Meeting Date]. 

Thank you, 

[Your Name] 

[Your Job Title] 


