Follow-Up Letter to Leadership

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Follow-Up on Previous Conversations
Dear [Recipient's Name],

| hope this message finds you well. | wanted to take a moment to follow up on our recent
conversations regarding [briefly mention the topic or issue discussed].

As we discussed, [summarize key points or agreements]. | believe that taking the next steps in
this direction could greatly benefit [mention any relevant teams, projects, or business objectives].

Additionally, I would like to explore [mention any new topics or proposals]. | believe it could be
instrumental in achieving our shared goals.

Please let me know your thoughts on this, and if there's a good time for us to meet again to
discuss further.

Thank you for your attention, and | look forward to your response.
Best regards,
[Your Name]

[Your Title]
[Your Organization]



