
Promotional Event Agenda Suggestion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to suggest an agenda for our upcoming 

promotional event. Below is a proposed timeline: 

Proposed Agenda 

• 10:00 AM - 10:15 AM: Registration and Welcome Reception 

• 10:15 AM - 10:45 AM: Opening Remarks 

• 10:45 AM - 11:30 AM: Keynote Speaker: [Name] 

• 11:30 AM - 12:00 PM: Networking Break 

• 12:00 PM - 1:00 PM: Panel Discussion: [Topic] 

• 1:00 PM - 2:00 PM: Lunch and Learn Session 

• 2:00 PM - 3:30 PM: Workshops: [Workshop Titles] 

• 3:30 PM - 4:00 PM: Closing Remarks and Thank You 

Please let me know your thoughts on this agenda and if there are any additions or changes you 

would like to suggest. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


