
Agenda Submission for Tech Innovation 

Forum 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to submit the agenda for the upcoming Tech Innovation Forum scheduled on [Insert 

Date]. Please find below the proposed agenda items: 

Proposed Agenda: 

• Opening Remarks - [Presenter's Name] 

• Keynote Speaker: [Speaker's Name] - Topic: [Topic Title] 

• Panel Discussion: [Discussion Topic] 

• Networking Session 

• Closing Remarks - [Presenter's Name] 

We believe that these topics will inspire dynamic discussions and foster innovative ideas among 

the participants. Please let us know if there are any changes or additional topics you would like 

to include. 

Thank you for your consideration. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


