
Action Items from Board Brainstorming 

Session 

Date: [Insert Date] 

To: [Board Members/Participants] 

From: [Your Name/Position] 

Summary of Brainstorming Session 

Thank you for your contributions during the brainstorming session held on [Insert Date]. Below 

are the action items that emerged from our discussion: 

Action Items 

1. Action Item 1: [Describe Action Item 1]  

Responsible Person: [Name]  

Deadline: [Date]  

2. Action Item 2: [Describe Action Item 2]  

Responsible Person: [Name]  

Deadline: [Date]  

3. Action Item 3: [Describe Action Item 3]  

Responsible Person: [Name]  

Deadline: [Date]  

Next Steps 

Please ensure that the assigned tasks are completed by the specified deadlines. We will review 

progress on these items in our next board meeting scheduled for [Insert Date]. 

Thank You 

Thank you for your ongoing support and dedication. 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


