
Business Discussion Recap 

Date: [Insert Date] 

To: [Attendee Names] 

From: [Your Name] 

Subject: Recap of Our Recent Discussion 

Dear [Attendee Names], 

Thank you for attending the recent meeting on [Insert Topic] held on [Insert Date]. Below is a 

recap of the key points discussed: 

1. Agenda Overview 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

2. Action Items 

• [Action Item 1 - Responsible Person] 

• [Action Item 2 - Responsible Person] 

• [Action Item 3 - Responsible Person] 

3. Next Steps 

We agreed to reconvene on [Insert Next Meeting Date] to review progress on the action items 

listed above. 

4. Additional Notes 

[Any other important notes or comments] 

Thank you once again for your participation. Please feel free to reach out if you have any 

questions or further contributions. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


