
Subject: Collaborative Conference Event 

Flowchart Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming conference, I would like to 

propose a discussion to outline the event flowchart for our collaboration. 

Proposed Agenda: 

• Introduction and Objectives 

• Overview of the Event Timeline 

• Roles and Responsibilities 

• Discussion of Key Milestones 

• Q&A Session 

Please let me know your availability for this discussion, and if there are any additional topics you 

would like to include in the agenda. 

Looking forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


