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Advisory Board Development

Preparation, execution, and summary support

Preparation

• Suggest and develop materials for advisor preparation (pre-meeting survey, 
pre-reads, etc)

• Create concise objectives early in the advisory board planning process to 
drive meeting format and guide insight assessment

• Craft agenda and meeting format to maximize attendee participation and 
information exchange (interactive sessions, Q&A, polling questions, etc)

Execution

• Build a discussion guide for moderators and presenters to drive an effective, 
successful meeting

• Facilitate presenter rehearsals to ensure all participants (internal and 
external) are fully prepared 

• Collect detailed notes, insights, and in-meeting polling results

• Follow-up survey to collect potential mind shifts and advisor feedback

Summary

• Compile a comprehensive meeting overview to address your reporting needs

• Analyze poll and survey responses to quantify feedback while adding visual 
elements to the summary report

• Provide high level insights and key takeaways as well as  insights-based 
strategic recommendations

Alphanumeric MedComms supports advisory board 
content development from start to finish
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Sample Advisory Board Summary

1. Executive and full summary formats that contain key information for        
compliance reporting

Report developed 
in branded or 

unbranded format

Comprehensive 
meeting overview 

to address your 
reporting needs

Strategic consideration 
of internal and 

external attendees to 
ensure the right 
stakeholders are 

present
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Sample Advisory Board Summary

2. Objectives and agenda tailored to meet your engagement goals 

Concise objectives 
created early in 

the process to drive 
meeting format and guide 

insight assessment

Thoughtful agenda 
crafted to maximize 

attendee participation 
and information exchange

Executive summary calls 
out any alterations to 

agenda made in real-time 
and provides rationale
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Sample Advisory Board Summary

3. Pre- and post-meeting activities and survey can substantially 
elevate the insights gained during the actual meeting

Quotes from free response 
options add context 

Poll and survey responses 
can be quantified and 

presented visually 
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Sample Advisory Board Summary

4. High level insights and key takeaways are provided in the executive 
summary with more detail and quantification of in-meeting polls and  
activities provided in a full summary

Key takeaways are 
hyperlinked to 

detailed information in 
the full summary

Subsections can be 1 
or more slides

Polling or meeting 
activity data is visually 

displayed

Advisor quotes 
captured throughout 

the full summary

Additional navigation 
can be added to 

enhance the user 
experience

Photo documentation 
adds a human element

Custom elements 
added based on 
project need and 
client preference

Full meeting notes 
can be provided in 

the appendix
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Sample Advisory Board Summary

5. Insights-based strategic recommendations are included in the full 
advisory board summary either by our MedComms professionals or 
in collaboration with the client team

Recommendations 
can be provided in 
summary format

Individual 
recommendations 
can be prioritized 

based on the team’s 
strategic goals


