
Workshop Preparation Checklist for 

Participants 

Dear Participants, 

We are excited to have you join us for the upcoming workshop. To ensure a smooth and 

productive experience, please review the following checklist: 

Workshop Preparation Checklist 

• Confirm your registration. 

• Review the workshop agenda and topics. 

• Prepare any necessary materials (notebook, laptop, etc.). 

• Familiarize yourself with the location or online platform. 

• Complete any pre-workshop assignments. 

• Prepare questions or topics you would like to discuss. 

• Arrive on time to ensure you don't miss any important information. 

• Bring a positive attitude and willingness to learn! 

If you have any questions, please feel free to reach out to us. 

Looking forward to seeing you soon! 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


