
Agenda Outline for Public Speaking 

Engagement 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Dear [Recipient's Name], 

I am looking forward to my upcoming public speaking engagement on [Insert Topic]. Below is 

the outline of the agenda for the event: 

Agenda 

• Introduction: Overview of the topic and its relevance. 

• Key Points:  

o Point 1: [Brief Description] 

o Point 2: [Brief Description] 

o Point 3: [Brief Description] 

• Interactive Session: Engage the audience with Q&A. 

• Conclusion: Recap of key points and takeaways. 

• Networking: Open floor for discussion and connections. 

Please feel free to reach out if you have any questions or suggestions regarding the agenda. 

Looking forward to a successful event! 

Sincerely, 

[Your Name] 

[Your Contact Information] 


