
Follow-Up for Annual Technology Review 

Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Annual Technology Review Meeting 

 

Dear [Recipient's Name], 

I hope this message finds you well. I wanted to take a moment to thank you for attending the 

Annual Technology Review Meeting held on [Insert Date]. Your insights and contributions were 

invaluable in shaping our discussions. 

As a follow-up, I would like to summarize the key points we discussed: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

We also identified some action items to address moving forward: 

1. [Action Item 1] 

2. [Action Item 2] 

3. [Action Item 3] 

Please feel free to reach out if you have any further questions or if there are additional topics 

you'd like to discuss. Thank you once again for your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


