
Request for Meeting Agenda Contributions 

Dear [Recipient's Name], 

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

[Date] at [Time], I would like to invite you to contribute to the agenda. 

We value your insights and believe your input will greatly enhance our discussions. Please share 

any topics or points you would like to address by [Deadline Date]. This will ensure that we can 

incorporate them into the agenda and allocate sufficient time for each item. 

Thank you for your cooperation and valuable contributions. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


