Follow-Up on Project Update Meeting

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]
Subject: Follow-Up on Project Update Meeting
Dear [Recipient's Name],
| hope this message finds you well. | wanted to take a moment to express my appreciation for
your participation in our recent meeting on [Insert Date]. It was a great opportunity to discuss the
progress of [Project Name] and gather valuable insights from the team.
As a quick recap, we covered the following key points:
e [Key Point 1]
« [Key Point 2]
e [Key Point 3]
Moving forward, |1 would like to highlight the next steps:
e [Next Step 1]
e [Next Step 2]
e [Next Step 3]

Please feel free to reach out if you have any questions or require further information regarding
the project. | look forward to our continued collaboration.

Thank you once again for your time and input.
Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



