Follow-up Email Templates
Six follow-up email templates for the moments that matter, from after a meeting or interview to a networking intro, a proposal, a gentle nudge, and a thank-you.
After a meeting
When to use: Use this within a day of the meeting.
Subject line
Recap and next steps on [topic]
Email
Hi [recipient name],
Thank you for the time today. It was a productive conversation about [topic], and I want to make sure we are aligned.
To recap, we agreed on the key points and the path forward. The main [next step] is clear, and I will handle my part by the date we set.
If I missed anything or you would like to adjust, just reply and let me know. Otherwise I will get moving.
Best, [your name]
After a job interview
When to use: Use this within a day of the interview.
Subject line
Thank you, and one more thought on the [role]
Email
Hi [recipient name],
Thank you for the conversation about the [role] at [company name]. I enjoyed learning how the team works, and I am even more excited about the opportunity.
One thing stood out to me: the challenge you described is exactly the kind of problem I have solved before, and I would love to do it again with your team.
Please let me know if there is anything else I can share. I look forward to the next step.
Best, [your name]
After sending a proposal
When to use: Use this a day or two after sending it.
Subject line
Following up on the [topic] proposal
Email
Hi [recipient name],
I wanted to make sure the proposal for [topic] reached you and answered your questions.
I am happy to walk through any part of it, or adjust the scope to fit your needs and budget. There is no pressure, I would just like to help you make the right call.
If it looks good, the [next step] is a short conversation to finalize. What works for you this week?
Best, [your name]
After a networking event
When to use: Use this within two days of the event.
Subject line
Great to meet you at the event
Email
Hi [recipient name],
It was a pleasure meeting you on [meeting date]. I really enjoyed our chat about [topic], and it stuck with me afterward.
I would love to stay in touch and see if there is a way we can help each other. If you are open to it, a quick coffee or call would be great.
Either way, thank you for the conversation, and I hope the rest of your week goes well.
Best, [your name]
Gentle nudge on no reply
When to use: Use this several days after a message went unanswered.
Subject line
Quick follow-up on [topic]
Email
Hi [recipient name],
I know inboxes get busy, so I wanted to gently float my last note about [topic] back to the top.
There is no rush at all. If now is not the right time, just let me know and I will follow up later. If you are ready, the [next step] is a quick reply.
Thanks either way, and I appreciate your time.
Best, [your name]
Thank you for your time
When to use: Use this after help, advice, or an introduction.
Subject line
Thank you
Email
Hi [recipient name],
I just wanted to say thank you for your time and help with [topic]. Your advice genuinely made a difference, and I do not take it for granted.
I will keep you posted on how the [topic] turns out, since I know you were invested in it too.
If there is ever a way I can return the favor, please do not hesitate to ask.
With gratitude, [your name], [company name]
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