
Conference Participation Checklist 

Dear [Participant's Name], 

As you prepare for the upcoming conference, please refer to the checklist below to ensure a 

successful participation: 

• Register for the conference by [registration deadline]. 

• Book your accommodation by [accommodation deadline]. 

• Prepare your presentation slides and materials by [preparation deadline]. 

• Bring necessary business cards for networking. 

• Review the conference agenda and mark sessions of interest. 

• Plan your travel itinerary and confirm transportation arrangements. 

• Pack appropriate attire for the conference and networking events. 

• Arrive at the venue early to familiarize yourself with the surroundings. 

• Engage with other participants through social media using the conference hashtag. 

If you have any questions or need further assistance, feel free to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


