Follow-Up on Business Meeting

Dear [Recipient's Name],

Thank you for your time and valuable insights during our meeting on [Date]. | wanted to
summarize the key points we discussed:

e Agenda Item 1: [Summary of discussion]

e Agenda Item 2: [Summary of discussion]

e Action Item 1: [Next steps or responsibilities]

e Action Item 2: [Next steps or responsibilities]

We agreed to reconvene on [Next Meeting Date] to review progress. Please let me know if you
have any further questions or comments.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



