
Pre-Conference Attendee Checklist 

Dear [Attendee's Name], 

We are excited to welcome you to the [Conference Name] on [Conference Dates]. To ensure you 

have a productive experience, please review the following checklist: 

Prior to the Conference: 

• Register for the conference. 

• Book your accommodation. 

• Review the conference agenda and select the sessions you want to attend. 

• Prepare your travel arrangements. 

• Connect with other attendees on social media using #[ConferenceHashtag]. 

What to Bring: 

• Comfortable clothing and shoes. 

• Business cards for networking. 

• A notebook and pen or digital device for taking notes. 

• Any necessary travel documents. 

• Your conference registration confirmation. 

On the Day of the Conference: 

• Arrive early for check-in. 

• Pick up your conference materials. 

• Attend the welcome session to meet other participants. 

• Stay engaged and participate in discussions. 

• Make time for networking during breaks. 

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

Information]. 

We look forward to seeing you at the conference! 

Best regards, 

[Your Name]  

[Your Position]  

[Organization Name] 


