
Follow-Up on Your Conference Registration 

Dear [Participant's Name], 

We hope this message finds you well. Thank you for registering for the [Conference Name] 

scheduled on [Dates] at [Location]. We are excited to have you join us! 

This email serves as a reminder of your registration and provides you with important details: 

• Conference Dates: [Dates] 

• Venue: [Location] 

• Check-in Time: [Time] 

We encourage you to review the agenda and prepare any questions you may have. If you haven't 

booked your accommodation yet, please consider doing so at your earliest convenience. 

If you have any questions or need further assistance, feel free to reach out to us at [Contact 

Information]. 

Looking forward to seeing you soon! 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


