
Dear [Recipient's Name], 

I hope this message finds you well. I wanted to thank you for the insightful discussion we had 

during our last meeting on [date of the previous meeting]. I am eager to explore the points we 

discussed further. 

To that end, I would like to propose a follow-up meeting. I believe that continuing our 

conversation could be beneficial in [briefly state the purpose or objective of the follow-up 

meeting]. 

Please let me know your availability for the week of [insert week dates], and I will do my best to 

accommodate. I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


