
Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to request your feedback on the proposed 

agenda for our upcoming meeting scheduled on [Date]. Your insights and suggestions would be 

invaluable in ensuring we cover all necessary topics effectively. 

Please find the proposed agenda below: 

• Opening Remarks 

• Review of Previous Meeting Minutes 

• Discussion on [Topic 1] 

• Updates on [Topic 2] 

• Open Floor for Additional Topics 

• Closing Remarks 

Could you please share your thoughts by [Deadline for Feedback]? If you feel that any additional 

topics should be included or if there are any items that need further discussion, do let me know. 

Thank you for your attention and looking forward to your valuable feedback. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


