
Brainstorming Session Summary Template 
 

Title: Brainstorming Session Summary 

Date: [Insert Date]​
Time: [Insert Time]​
Attendees: [List Names] 

Facilitator: [Insert Facilitator Name] 

Agenda: 

1.​ [Agenda Item 1] 
2.​ [Agenda Item 2] 
3.​ [Agenda Item 3] 

Summary: 

●​ Ideas Generated: List and briefly describe the ideas generated during the 
session. 

●​ Prioritized Ideas: Highlight the ideas that were prioritized for further 
exploration. 

●​ Decisions: Document any decisions made regarding the implementation of 
ideas. 

●​ Action Items: List tasks assigned, with responsible persons and deadlines. 

Next Session: [Insert Date and Time] 

Try Tactiq to get the full transcript and AI summaries. 
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