Dear [Recipient's Name],

| hope this message finds you well. I am writing to request details regarding the agenda for the
upcoming global conference scheduled on [date]. Understanding the agenda is crucial for our
team to prepare adequately and ensure our contributions align with the conference objectives.

Could you please provide information on the topics to be covered, session timings, and any
keynote speakers? Additionally, if there are any specific breakout sessions or workshops that we
should be aware of, that information would be greatly appreciated.

Thank you for your assistance. | look forward to your prompt response.
Best regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



