
Board Operational Planning Action Items 

Date: [Insert Date] 

To: [Board Members' Names] 

From: [Your Name/Title] 

Subject: Action Items from Board Operational Planning Meeting 

Action Items 

1. Action Item 1: [Description of Action Item]  

Assigned to: [Name]  

Due Date: [Date]  

2. Action Item 2: [Description of Action Item]  

Assigned to: [Name]  

Due Date: [Date]  

3. Action Item 3: [Description of Action Item]  

Assigned to: [Name]  

Due Date: [Date]  

Next Steps 

All members are encouraged to follow up on their assigned action items and provide updates at 

the next board meeting scheduled for [Next Meeting Date]. 

Thank you for your continued commitment to our organization. 

Sincerely, 

[Your Name] 

[Your Title] 


