
Inquiry for Agenda Topics for Upcoming Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for our upcoming meeting scheduled for 

[Date], I would like to gather input on potential topics that should be included in the agenda. 

Your insights are invaluable, and I encourage you to share any subjects that you believe warrant 

discussion. Please reply by [Response Deadline] so we can ensure a comprehensive agenda that 

addresses everyone's concerns. 

Thank you for your cooperation. I look forward to your suggestions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


