Preparation Checklist for the Global Summit

Dear [Recipient's Name],

As we prepare for the upcoming Global Summit, please find below a checklist to ensure that you
are fully prepared for the event:

Confirm registration and payment status.

Book travel arrangements (flights, accommodation).
Prepare and pack necessary documents (passport, ID, etc.).
Review the summit agenda and select sessions to attend.
Set up meetings with key stakeholders during the summit.
Prepare business cards and promotional materials.

Check technology equipment (laptop, chargers, etc.).

Plan your networking strategy.

Allocate time for follow-up after the summit.

Please let me know if you have any questions or need further assistance.

Best regards,

[Your Name]

[Your Position]
[Your Organization]



