
Verification of Meeting Discussion Points 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Verification of Meeting Discussion Points 

Dear [Recipient's Name], 

Thank you for attending the meeting on [Insert Meeting Date]. Below are the key discussion 

points that were addressed: 

• Point 1: [Brief Description] 

• Point 2: [Brief Description] 

• Point 3: [Brief Description] 

• Action Item 1: [Assigned To] - [Deadline] 

• Action Item 2: [Assigned To] - [Deadline] 

Please review the above points and confirm if they accurately reflect our discussion. Should you 

have any corrections or additional thoughts, feel free to share. 

Looking forward to your feedback. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


