
Subject: Follow-up on Our Recent Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. I wanted to take a moment to thank you for our meeting on 

[Date]. I appreciate the time you dedicated to discussing [specific topics discussed]. 

As a follow-up, I wanted to outline the key points we covered: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

If you have any further thoughts or if there's anything more you would like to discuss, please feel 

free to reach out. I'm looking forward to our next steps. 

Thank you once again for your insights! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


