Welcome to Our Virtual Session!

Dear [Participant's Name],

We are excited to have you join us for the upcoming virtual session scheduled on [Date] at
[Time]. Below are some guidelines to help you get the most out of your experience:

Technical Requirements

e Ensure you have a stable internet connection.
e Access the session using a laptop or desktop for the best experience.
o Download any necessary software or apps beforehand (e.g., Zoom, Microsoft Teams).

Session Preparation

« Review any pre-session materials provided.
o Prepare any questions or topics you would like to discuss.
e Log in to the session 10 minutes early to troubleshoot any technical issues.

During the Session

o Keep your microphone muted unless speaking.
e Use the chat function for questions and comments.
o Engage actively by participating in discussions.

Post-Session

o A follow-up email with resources and a recording of the session will be sent to you.
o Feel free to reach out with any further questions or feedback.

We look forward to seeing you soon!

Best regards,

[Your Name]

[Your Position]
[Your Organization]



