
Dear [Recipient's Name], 

I hope this message finds you well. I would like to schedule a follow-up meeting to discuss the 

progress of our previous discussions and address any pending items. 

Please find the proposed agenda for the meeting below: 

• Review of Action Items from Previous Meeting 

• Updates from Each Team Member 

• Discussion of Current Challenges 

• Planning Next Steps 

• Any Other Business 

Could you please confirm your availability for the meeting on [Date and Time]? If not, feel free 

to suggest an alternative time that works for you. 

Thank you, and I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


