Thank-you email kit for after the event
For event managers who write to attendees, speakers, sponsors and exhibitors in the days after a conference, trade show or B2B event
One thank-you email for everyone thanks nobody in particular. This kit gives each group its own email with the same four parts: a specific thanks, one thing the reader can use today, one request with a date and a named sender. Write the drafts before the event. On the day after, you only fill in the numbers.
How to use this kit
	Part
	Goes to
	Signed by
	Send

	1. Attendees (two versions)
	Everyone who checked in
	Event team, with a named person
	Day 1 after the event

	2. Speakers and moderators
	Each speaker and session chair, individually
	The person who invited them
	Day 1 to 2

	3. Sponsors
	Each sponsor contact, individually
	Event director or managing director
	By day 2

	4. Exhibitors
	Each stand manager, individually
	Exhibitor manager
	By day 2

	5. Registered no-shows
	Registered, not checked in
	Event team
	Day 3 to 5

	6. Team, volunteers, suppliers
	Staff, helpers, venue and suppliers
	Their direct lead or the project lead
	Same evening to day 2

	7. Subject lines
	For all emails above
	
	

	8. Send plan
	Your team
	
	Fill in before the event



Replace everything in [square brackets]. Delete the guidance notes in grey before you copy an email into your email tool. Keep each email short enough for one phone screen.
Before you send: if an email contains an offer, for example tickets or stand space for the next edition, treat it as a marketing email and apply the rules that are valid for marketing emails in the countries you send to. This kit is not legal advice.
1. Thank-you email to attendees
One request only. If the survey already went out on site, replace the survey paragraph with the date of the next edition.
1a. Attendees, general version
	Subject: Thank you for joining [event name]: your slides and recordings
Hi [first name],
Thank you for spending [one day / two days] with us in [city]. [Number] people from [number] companies took part, and [one concrete result of the event, for example: 42 sessions ran on three stages].
The slides and recordings are here: [link]. They stay available until [date].
One request: tell us in three minutes what worked and what did not. The survey closes on [date]. [Survey link]
[Name], [role], [reply address that somebody reads]



1b. Attendees with booked one-to-one meetings
	Subject: Thank you for joining [event name]: the contacts from your [number] meetings
Hi [first name],
Thank you for taking part in the meeting programme at [event name]. Across both days, [number] one-to-one meetings took place, and [number] of them were yours.
The contacts from your meetings are in your personal schedule: [link]. This is a good week to follow up, while the conversations are fresh.
One request: which of your meetings was the most useful, and why? It takes two minutes and helps us improve the matching for [next edition]. [Survey link]
[Name], [role], [reply address]



2. Thank-you email to speakers and moderators
Sent individually by the person who invited the speaker. Collect one sentence per speaker from the session chair before they leave the room.
2a. Speaker
	Subject: Thank you for your session at [event name]
Dear [first name],
Thank you for [session title] on [day]. [One concrete observation: the room was full, the questions ran ten minutes over, two attendees asked us for your slides the same afternoon.]
Photos from your session are here: [link]. You are welcome to use them. The feedback from the attendee survey for your session will follow by [date].
One question: may we share your slides [and the recording] with attendees? A short yes or no by [date] is enough, or send us the version you would like us to use.
[Name of the person who invited the speaker], [role], [phone]



2b. Moderator, panel chair or session chair
	Subject: Thank you for chairing [session or track name] at [event name]
Dear [first name],
Thank you for leading [session or track name]. [One concrete observation: you kept four panellists to time and still fitted in six questions from the floor.]
Photos are here: [link]. The session feedback will follow by [date].
One question: what should we change for chairs next year, for example the briefing, the timing signals or the question tool? One line is enough.
[Name], [role], [phone]



2c. Session feedback, two to three weeks later
The second thank-you. Send it on the date you announced.
	Subject: Your session at [event name]: feedback from attendees
Dear [first name],
As promised, here is the feedback for [session title]: [number] attendees rated the session, the average was [rating] of [scale]. Two comments we wanted you to see: "[comment 1]" and "[comment 2]".
[Optional: your slides were opened [number] times.]
Thank you again. [If true: we would like to talk to you about [next edition] when the programme planning starts in [month].]
[Name], [role]



3. Thank-you email to sponsors
Sent individually by the event director or managing director. No invoice and no renewal offer in this email. The renewal conversation starts in the debrief call.
	Subject: Thank you, and first figures for [sponsor name] at [event name]
Dear [first name],
Thank you for supporting [event name] as [package name]. [One benefit you saw working: your roundtable on Tuesday was full, with 24 of 24 seats taken.]
A first figure for you: [number] attendees [visited your session / requested a meeting with your team / collected your material]. Your full report, with every benefit in your package and the audience you reached, will reach you by [date].
I would like to hear how the event worked for you. Would [date and time] or [date and time] suit you for a 30-minute call?
[Name], [event director or managing director], [phone]



Before you send: sponsor checklist
[ ] The benefit named in the email is one from this sponsor's contract
[ ] The first figure is about this sponsor, not about the event as a whole
[ ] The report date is agreed with the person who writes the report
[ ] Two concrete dates for the debrief call are free in the sender's calendar
[ ] The contact person is the one who signed or managed the package
4. Thank-you email to exhibitors
Sent by the exhibitor manager to each stand manager. The figures must be the exhibitor's own. Use version A if you run a meeting programme, version B if you offer lead capture.
	Subject: Thank you from [event name]: your figures for stand [number]
Dear [first name],
Thank you and your team for [two days] on stand [number]. [One concrete observation, if you have one: your product demo on Wednesday drew one of the largest groups in hall 2.]
Version A: Your first figures: [number] meetings requested, [number] accepted, [number] held.
Version B: Your [number] scanned leads are ready to download: [link].
A one-page summary for your stand will follow by [date].
One question: what is the one thing we should change for your team next year? A one-line reply to this email is enough.
[Name], exhibitor manager, [phone]



Stand booking for the next edition does not belong in this thank-you. Announce it, with any prices or offers, in a separate marketing email.
5. Note to registered no-shows
Not a thank-you and not a reproach. No survey. Send it with the recap, three to five days after the event.
	Subject: [Event name]: what you missed, and the recordings
Hi [first name],
We missed you at [event name] on [date]. Things come up, so here is the short version: [two or three results or takeaways in one sentence each].
The recap and the recordings are here: [link].
If you would like to hear first when the date for [next edition] is fixed, reply to this email with a short yes.
[Name], [role]



6. Thank-you messages to team, volunteers and suppliers
6a. Team and volunteers, same evening
Short, personal, from their direct lead. A message in the team chat is fine. Name specific work.
	Subject: Thank you for today
Hi [first name],
Thank you for today. [One specific thing: you moved the whole registration desk in ten minutes when the queue reached the door, and nobody in the queue noticed.]
The photos will be in [folder or channel] by [day]. [If applicable: your time off in lieu is noted for [date or period].]
Our debrief is on [date, time, place]. Please bring one thing we should keep and one thing we should change.
[Name]



6b. Venue and suppliers
	Subject: Thank you from [event name]
Dear [first name],
Thank you and your team for [what they delivered: the room changeover on Tuesday evening, the catering for 480 people, the technical crew on the main stage]. [One concrete observation.]
We have noted [two or three points] for our debrief on [date] and will share anything that concerns your team. If you have points for us, we would like to hear them by [date].
[If true: we would be glad to work with you again for [next edition].]
[Name], [role], [phone]



7. Subject lines
Name what is inside the email, not only the thanks. Keep the event name near the front so the email is easy to find later.
	Group
	Subject line

	Attendees
	Thank you for joining [event name]: your slides and recordings

	Attendees with meetings
	[Event name]: the contacts from your [number] meetings

	Speakers
	Thank you for your session at [event name]

	Speakers, feedback
	Your session at [event name]: feedback from attendees

	Sponsors
	Thank you, and first figures for [sponsor name] at [event name]

	Exhibitors
	Thank you from [event name]: your figures for stand [number]

	No-shows
	[Event name]: what you missed, and the recordings

	Team and volunteers
	Thank you for today



8. Send plan
Fill in owner and date before the event. Tick each email when it has gone out. The last two rows are the promises your thank-you emails make.
	Email
	Recipients
	Owner
	Send on
	Figures needed
	Sent

	Team and volunteers
	[number]
	[name]
	[event day, evening]
	None
	[ ]

	Attendees
	[number]
	[name]
	[day 1]
	Attendance, one event result
	[ ]

	Attendees with meetings
	[number]
	[name]
	[day 1]
	Meetings held, per person
	[ ]

	Speakers and chairs
	[number]
	[name]
	[day 1 to 2]
	One observation per session
	[ ]

	Sponsors
	[number]
	[name]
	[by day 2]
	One figure per sponsor
	[ ]

	Exhibitors
	[number]
	[name]
	[by day 2]
	Meetings or leads per stand
	[ ]

	Venue and suppliers
	[number]
	[name]
	[day 2]
	None
	[ ]

	Registered no-shows
	[number]
	[name]
	[day 3 to 5]
	Recap link
	[ ]

	Session feedback to speakers
	[number]
	[name]
	[week 2 to 3]
	Survey results per session
	[ ]

	Reports to sponsors and exhibitors
	[number]
	[name]
	[week 2 to 3]
	Full figures per partner
	[ ]



Final check before sending
[ ] Each email names what this group or person did
[ ] Each email contains one thing the reader can use today
[ ] Each email contains one request with a date, not more
[ ] The sender is a named person and replies reach somebody
[ ] Every date promised in an email is in the calendar of the person who has to deliver
[ ] Offers for the next edition are in a separate marketing email
[ ] Lists are checked: no speaker, sponsor or exhibitor receives the general attendee email by mistake

This kit is a free template from Converve. Converve brings registration, the event programme, one-to-one meeting scheduling and reporting together on one event platform. More at converve.com.
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