
Follow-Up on Our Recent Meeting 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I wanted to take a moment to express my appreciation for the 

opportunity to meet with you during our recent cross-border alliance meeting. It was a pleasure 

to discuss our shared goals and potential collaboration opportunities. 

As a follow-up to our discussion, I would like to recap the key points we covered and outline the 

next steps: 

• Partnership Opportunities: [Briefly describe the potential partnership discussed] 

• Action Items: [List any agreed-upon action items with responsible parties] 

• Next Meeting: [Suggest a date and time for the next meeting] 

Please let me know if there's anything further you would like to add or any questions you might 

have. I am looking forward to our collaboration and am excited about the prospects ahead. 

Thank you once again for your time and insights. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


