         Thank You Email After Attending Meeting

To: ………………………. [Recipient’s Email Address]

Dear …………………. [Name of Recipient],
I ……………………… [Mention Your Name] working as …………………. [Mention Your Designation] would like to thank you for attending the meeting on ………………… [Insert the Meeting Date] at ……………………………… [Insert the Meeting Location].
[bookmark: _GoBack]Details of …………………. [Mention the Key Points] were discussed at the meeting. The meeting has served as a means of discussing how to take advantage of the new opportunities in the industry including ……………………………………………………… [Mention Future Probabilities]. 
I thank you once again for being a part of the meeting. 

Sincerely,
[Insert Your Name]

