
Sample Thank-You Letter 

Dear ________,
 
Thank you for meeting with [name of group] on [date].

 
At the meeting, we discussed [summary of meeting]. We look forward to [any

next steps from meeting].
 
Please do not hesitate to reach out to us should you have any additional
questions. We can be reached at [contact information].

 
In appreciation,
 
[name of group]


