
Follow-Up on Post-Contract Review Meeting 

Date: [Insert Date] 

To: [Contractor's Name] 

From: [Your Name] 

Subject: Follow-Up on Post-Contract Review Meeting 

Dear [Contractor's Name], 

Thank you for attending the post-contract review meeting held on [insert date of meeting]. We 

appreciate your valuable insights and feedback on the project. 

As discussed, we have identified several key points and action items that will help us improve 

future collaborations: 

• [Key Point/Action Item 1] 

• [Key Point/Action Item 2] 

• [Key Point/Action Item 3] 

We encourage you to share any additional thoughts or suggestions you may have regarding the 

project or process improvements. 

Let us know your availability for our next meeting to discuss these points in more detail. 

Thank you once again for your partnership. We look forward to continuing our collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


