
[Your Name]
[Your Position]

[Your Company]
[Company Address]

[City, State ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Recipient Name]
[Recipient Position]
[Recipient Company]
[Company Address]
[City, State ZIP Code]

Subject: Follow-Up on Meeting Held on [Date]

Dear [Recipient Name],

I would like to express my sincere appreciation for taking the time to meet with me on [Date]. It was a
pleasure discussing [briefly state main topic or purpose of the meeting] and learning more about
[Recipient Company/Project/Initiative].

To recap, we touched upon the following key points:

[Key Point 1]
[Key Point 2]
[Key Point 3]

I believe these discussions have laid a strong foundation for a productive collaboration moving
forward.

As agreed, the following next steps were identified:

[Action Item 1 with responsible person and deadline, if applicable]
[Action Item 2]
[Action Item 3]

Please feel free to suggest any modifications or provide additional feedback regarding these action
items.

Once again, thank you for your valuable time and insights. I look forward to working closely with you
and your team. Should you have any questions or require further clarification, please do not hesitate to
contact me.

Sincerely,

[Your Name]
[Your Position]
[Your Company]


