Client Communication Recap

Date: [Insert Date]
To: [Client Name]
From: [Your Name]

Subject: Recap of Our Recent Communication

Summary

Dear [Client Name],

Thank you for taking the time to speak with me on [Insert Date]. | appreciate the opportunity to
discuss [Insert Topic]. Below is a recap of our conversation:

Key Points Discussed:

e [Point1]

e [Point 2]

o [Point 3]
Next Steps:

1. [Next Step 1]
2. [Next Step 2]
3. [Next Step 3]

Please feel free to reach out if you have any questions or need further clarification on any of the
points discussed. I look forward to our continued collaboration.

Best regards,
[Your Name]

[Your Position]
[Your Company]



