Hybrid Meeting Recommendations

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Insert Your Name]

Subject: Recommendations for Upcoming Hybrid Association Meeting
Dear [Recipient's Name],

I hope this message finds you well. As we prepare for our upcoming hybrid meeting, | would
like to share some recommendations to ensure a successful and inclusive event.

1. Technology Setup
« Ensure reliable internet connectivity at the venue.

e Test all audio-visual equipment prior to the meeting.
e Use a dedicated platform that supports hybrid meetings.

2. Participant Engagement

o Encourage all participants to engage through polls and chat features.
« Designate a facilitator for online questions and interactions.

3. Agenda Distribution

« Send out the agenda at least one week in advance.
e Include clear instructions on how to join the virtual meeting.

4. Feedback Collection

« Implement a feedback survey post-meeting to gauge participant satisfaction.
o Use feedback to improve future hybrid meetings.

Thank you for considering these recommendations. | look forward to your thoughts and the
successful execution of our hybrid meeting.

Best regards,



[Your Name]
[Your Position]
[Your Association]



