








Know Before You Go Email Example
Have conversations with your venues and partner and update based on your event and audience. 


Date: 
Location:
Parking: 
Event Timeline:

Neurodiversity considerations:
As part of our commitment
 to inclusion, we have incorporated neurodiversity considerations in our communications. Please reach out to X if there is anything we can help your experience.

Spatial Awareness 
· The general session will be set up in round tables with chairs.  
· High tops will be in the back of room for those who need more space/want to stand 
·  Presenters will use microphones when speaking.
· There will be music playing during the icebreaker 

Accessibility Considerations

We are committed to creating an inclusive and accessible experience for all attendees. Please contact X if you have any accessibility needs or require accommodations related to mobility, sensory, visual, auditory, cognitive, or other considerations. We will do our best to support you. 
 

Self-Care 
·  We encourage all attendees to practice self-care during the meetings. Here are some great tips on self-care.
·  Fidget toys will be  available on tables.
· Please limit strong-scented perfumes, colognes, or lotions, as the smells may be distracting to some of our attendees





Menu:
X
All food ingredients
 will be labeled with dietary designations such as vegan, vegetarian, and gluten-free, as well as any additional allergens noted.  Our team will do our best to work with the venue to provide menu options that meet the needs of all of our attendees. 
 




Wi-Fi
Username
Password


	
