
Subject: Follow-Up Meeting Reminder - Project Update 

Dear [Recipient's Name], 

I hope this message finds you well. This is a friendly reminder regarding our follow-up meeting 

scheduled for [Date] at [Time]. We will be discussing the latest updates on the [Project Name]. 

Please ensure to have all relevant documents ready for review, and feel free to bring any 

questions or concerns you would like to address during our discussion. 

Looking forward to our meeting. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


