
Professional follow-up letter after a business meeting

Subject: Follow-Up on Our Recent Meeting

Dear [Recipient Name],

I hope this message finds you well. I wanted to thank you for taking the time to meet with me on

[date]. Our discussion on [topic] was very insightful, and I am eager to proceed with the next steps.

Could you please provide an update on [specific action or document]? Your feedback will be

instrumental in moving forward efficiently.

Thank you once again for your time and consideration. I look forward to your response.

Best regards,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/follow-up-request-letter


