
Executive Briefing Agenda Proposal 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Proposal for Executive Briefing Agenda 

Dear [Recipient Name], 

I am writing to propose the agenda for our upcoming executive briefing scheduled for [insert 

date]. This briefing aims to provide insights into [insert topic/scope of discussion]. Below is the 

proposed agenda: 

Proposed Agenda 

1. Welcome and Introductions  

o Time: [Insert time] 

o Duration: [Insert duration] 

2. Overview of Current Status  

o Time: [Insert time] 

o Duration: [Insert duration] 

3. Key Performance Indicators Review  

o Time: [Insert time] 

o Duration: [Insert duration] 

4. Strategic Initiatives Discussion  

o Time: [Insert time] 

o Duration: [Insert duration] 

5. Action Items and Next Steps  

o Time: [Insert time] 

o Duration: [Insert duration] 

6. Q&A Session  

o Time: [Insert time] 

o Duration: [Insert duration] 

Please let me know if you have any suggestions or would like to modify any sections of the 

agenda. I look forward to your feedback and hosting a productive meeting. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Company] 

[Your Contact Information] 


