
Participant Instructions for Online 

Conference 

Dear [Participant's Name], 

We are excited to welcome you to the [Conference Name] scheduled on [Date]. Below are 

important instructions to ensure a smooth online participation experience: 

Conference Details 

• Date: [Date] 

• Time: [Start Time - End Time] (Timezone) 

• Platform: [Conference Platform] 

• Access Link: [Link to Conference] 

Pre-Conference Preparation 

• Ensure you have a reliable internet connection. 

• Download any necessary software (e.g., Zoom, Webex) in advance. 

• Test your audio and video settings prior to the event. 

During the Conference 

• Join the conference at least 10 minutes before the start time. 

• Mute your microphone when not speaking to minimize background noise. 

• Participate actively in discussions and Q&A sessions. 

Post-Conference 

We encourage you to fill out our feedback form that will be shared at the end of the conference 

to help us improve future events. 

If you have any questions or need assistance, please contact us at [Contact Information]. 

Looking forward to your participation! 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


