
Best Practices for Inclusive Event Planning 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Best Practices for Inclusive Event Planning 

Dear [Recipient's Name], 

As we prepare for our upcoming event, it is essential to ensure that our planning process 

embraces inclusivity. Below are some best practices that we should consider: 

• Accessibility: Ensure that the venue is wheelchair accessible and provides necessary 

facilities for individuals with disabilities. 

• Communication: Use clear, simple language in all event materials and provide 

documents in multiple formats (e.g., braille, large print). 

• Diverse Representation: Include speakers and panelists from diverse backgrounds to 

reflect the inclusivity of our audience. 

• Dietary Needs: Offer a variety of food options, including vegetarian, vegan, and gluten-

free choices, clearly labeled. 

• Feedback Mechanism: Create a way for participants to voice their needs and feedback 

regarding inclusivity before and after the event. 

Implementing these best practices will help us create a welcoming and inclusive environment for 

all attendees. Please feel free to reach out if you have any additional suggestions or questions. 

Thank you for your commitment to inclusivity. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


