7. Session Summary Template
This template helps you turn session notes into a short, shareable summary.
Session: [insert title]
Date: [insert]
Audience: [insert]
Number of Participants: [insert]
Key Themes
1. [Theme + brief description]
2. [Theme + brief description]
3. [Theme + brief description]
Examples of What Was Shared
•
•
•
Ideas or Recommendations Raised
•
•
Next Steps
• How insights will be used: [insert]
• Timeline for sharing outcomes: [insert]
• Any planned follow-up actions: [insert]
