
Subject: Coordination for Upcoming 

Technology Showcase 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to announce that we will be hosting a 

Technology Showcase on [date] at [location]. This event aims to highlight innovative 

technologies and foster collaboration among industry leaders. 

We would like to invite you to join us in coordinating this event. Your expertise and support 

would be invaluable in ensuring its success. Here are some key details: 

• Date: [date] 

• Time: [start time] - [end time] 

• Location: [venue/address] 

• Agenda: [brief agenda outline] 

Please let us know your availability for a preliminary meeting to discuss the details further. We 

believe that your involvement will greatly enhance the event. 

Thank you for considering this opportunity. We look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


