
Follow-Up Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on our recent meeting held on 

[insert meeting date] regarding the progress of the construction project at [insert project 

location]. 

During our meeting, we discussed several key points, including [briefly list key points 

discussed]. I wanted to confirm the action items that we agreed upon: 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

As mentioned, it is crucial that we stay on schedule, and I would appreciate your prompt 

feedback on the discussed items. Please let me know if there are any further updates or if you 

require additional information. 

Thank you for your attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


