Dear [Recipient's Name],

I hope this message finds you well. | wanted to take a moment to follow up on our recent
meeting held on [Date] regarding [Meeting Topic]. Thank you for the valuable insights shared
during our discussion.

To ensure clarity and alignment on our action items, here are the key points we agreed upon:

e Action Item 1: [Description of action item] - Assigned to [Name] - Due by [Date]
e Action Item 2: [Description of action item] - Assigned to [Name] - Due by [Date]
e Action Item 3: [Description of action item] - Assigned to [Name] - Due by [Date]

Please let me know if there are any additions or clarifications required. | appreciate everyone's
cooperation and look forward to our continued progress.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



