
Follow-Up After Meeting Letter Template 

[Your Name] 
[Your Position] 
[Your Company Name] 
[Company Address] 
[City, State, ZIP Code] 
[Email Address] 
[Phone Number] 
[Date] 

[Recipient’s Name] 
[Recipient’s Position] 
[Their Company Name] 
[Company Address] 
[City, State, ZIP Code] 

Subject: Follow-Up on Our Recent Meeting 

Dear [Recipient’s Name], 

I hope you are doing well. I wanted to take a moment to thank you for meeting with me on 
[Meeting Date] to discuss [briefly mention the topic, project, or subject discussed]. I 
truly appreciated the opportunity to learn more about [mention any key details or insights 
from the meeting] and share how [Your Company Name] can assist in achieving your 
goals. 

As a follow-up to our conversation, I would like to reiterate the next steps we discussed: 

1. [Action/Next Step 1] 

2. [Action/Next Step 2] 

3. [Action/Next Step 3] 

I am happy to provide [additional information, proposal, or documents requested 
during the meeting] or answer any further questions you may have. Please let me know 
how I can assist in moving things forward. 

Again, thank you for your time and consideration. I look forward to continuing our 
conversation and collaborating on [specific project, goal, or partnership discussed]. 
Please feel free to reach out to me directly at [Phone Number] or [Email Address] if you 
need anything further. 



Warm regards, 
[Your Full Name] 
[Your Job Title] 
[Your Company Name] 

 


