
Follow-Up Letter to Confirm Discussed Agreements 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Confirmation of Our Recent Discussion 

Dear [Recipient's Name], 

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

[insert date of discussion]. I would like to confirm the agreements we discussed, which are as 

follows: 

• [Agreement 1] 

• [Agreement 2] 

• [Agreement 3] 

If everything is correct, please reply to this email confirming your acknowledgment. If there are 

any changes or additional points to discuss, feel free to let me know. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


