
Final Presentation Planning 

Dear [Instructor's Name], 

We hope this message finds you well. We are writing to inform you about our final presentation 

for the [Course Name] group project titled "[Project Title]." 

Presentation Details 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Zoom Link] 

• Presenters: [List of Group Members] 

Agenda 

1. Introduction 

2. Objectives of the Project 

3. Methodology 

4. Findings 

5. Conclusion 

6. Q&A Session 

We have allocated approximately [Insert Duration] for our presentation and look forward to your 

feedback. 

Please let us know if you have any questions or if there are any specific points you would like us 

to address during the presentation. 

Thank you for your attention and support. 

Sincerely, 

[Your Name] 

[Your Group Name] 

[Your Contact Information] 


