
Conference Ticket Transfer Policy 

Dear [Attendee Name], 

Thank you for your interest in attending the [Conference Name] on [Date]. Please review the 

following ticket transfer policy: 

1. Eligibility for Ticket Transfer 

Tickets may be transferred to another individual under the following conditions: 

• The request must be submitted at least [X days] before the event date. 

• The original ticket holder must be in good standing with the conference organization. 

2. Transfer Process 

To transfer your ticket, please complete the following steps: 

1. Submit a transfer request via email to [contact email]. 

2. Provide the new attendee's full name and contact information. 

3. Confirm any necessary payment, if applicable. 

3. Fee Structure 

A transfer fee of [amount] may apply. Please ensure the fee is paid when submitting your 

transfer request. 

4. Final Confirmation 

All transfer requests will be confirmed via email. The new attendee will receive their updated 

ticket information. 

5. Contact Information 

If you have any questions regarding the ticket transfer policy, please contact us at [contact email] 

or [contact phone number]. 

Thank you for your understanding and cooperation. 

Best regards, 

[Your Name] 



[Your Title] 

[Conference Organization] 


