
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I would like to follow up regarding 

our previous meeting held on [date of the previous meeting]. We discussed 

[briefly outline key topics or decisions made]. 

To continue our conversation and ensure we are aligned, I would like to 

schedule a follow-up appointment. I propose the following dates and times 

for your consideration:  

- [Option 1: Date and Time]  

- [Option 2: Date and Time]  

- [Option 3: Date and Time]  

Please let me know your availability for any of these options, or suggest 

alternative times that may work better for you.  

Thank you for your attention, and I look forward to our next discussion.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company/Organization] 


