
Request for Conference Agenda and Topics 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the agenda and topics that will be 

discussed during the upcoming [Name of Conference] scheduled on [Date of Conference]. 

Understanding the key discussion points will help in our preparation and allow us to contribute 

effectively. 

Could you please provide the agenda at your earliest convenience? Thank you very much for 

your assistance. 

Looking forward to your prompt reply. 

 



Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


