Digital Attendance Recommendations for
Conference

Date: [Insert Date]

To: [Insert Recipient's Name]

Subject: Recommendations for Digital Attendance at [Conference Name]

Dear [Recipient's Name],

As we approach the upcoming [Conference Name], | would like to share some recommendations

for ensuring a smooth digital attendance experience for all participants. Below are key
considerations that will enhance engagement and accessibility:

1. Technology Setup

o Ensure stable internet connectivity throughout the event.
o Use areliable digital platform that supports video conferencing, chat, and Q&A features.

2. Participation Guidelines

e Encourage participants to log in 15 minutes before the start time to resolve any technical
issues.

o Advise attendees on muting microphones when not speaking to minimize background
noise.

3. Engagement Strategies

e Incorporate polls and surveys during sessions to foster interaction.
o Utilize breakout rooms for small group discussions.

4. Follow-Up

« Send a survey post-conference to gather feedback on digital attendance experience.
e Provide a recorded version of sessions for attendees to revisit at their convenience.

Implementing these recommendations will contribute to a successful digital experience for all
participants at the [Conference Name]. Please feel free to reach out if you have any questions or
require further assistance.

Best regards,



[Your Name]
[Your Position]
[Your Organization]

[Your Contact Information]



