
Follow-Up on Business Meeting 

Dear [Recipient's Name], 

Thank you for attending the meeting on [Date]. It was great to discuss [topics discussed]. As a 

follow-up, here are the key action items we agreed upon: 

• Action Item 1: [Description] - Responsible Party: [Name] - Due Date: [Date] 

• Action Item 2: [Description] - Responsible Party: [Name] - Due Date: [Date] 

• Action Item 3: [Description] - Responsible Party: [Name] - Due Date: [Date] 

Please feel free to reach out if you have any questions or need further clarification on any points. 

Looking forward to our next meeting on [Next Meeting Date]. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


