
Follow-Up on Project Stakeholder Meeting 

Dear [Stakeholder's Name], 

I hope this message finds you well. I would like to take a moment to thank you for attending our 

recent stakeholder meeting on [Date]. Your insights and contributions are invaluable to the 

success of our project. 

As discussed, we aim to [briefly mention project goals or next steps]. To ensure we are all on the 

same page, I would like to recap some key points from our meeting: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

Additionally, please feel free to reach out with any further questions or suggestions you may 

have regarding the project. Your feedback is critically important to us. 

Looking forward to our continued collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


