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PRE-EVENT CHECKLIST — LIVE ATTENDEES (Nashville, Aug 11–13)
Send 2–3 weeks out. Format as a checklist email or one-pager.
Subject: Your Nashville game plan: Information Exchange 2026 is almost here
Hi [FIRST NAME],
You’re confirmed for the Information Exchange 2026 live conference — August 11–13 at the Hutton Hotel in downtown Nashville. Here’s how to show up ready.
[bookmark: travel]✈️ Travel
· ☐ Book flights into Nashville International (BNA). Plan to arrive Monday, Aug 10, or early Tuesday, Aug 11; the welcome session opens Tuesday morning. Sessions run a half-day Thursday, so book afternoon/evening departures Aug 13.
· ☐ Reserve your room at the Hutton Hotel (downtown Nashville). [Group rate / booking link: [LINK] · room block cutoff: [DATE].]
· ☐ Plan airport transfers — rideshare and taxis are readily available from BNA to downtown (~15–20 min).
· ☐ Confirm any expense approvals with your manager and save receipts.
[bookmark: what-to-pack]🧳 What to pack
· ☐ Business-casual attire for sessions and table talks.
· ☐ One nicer outfit for evening events — dinner, live music, and casino night on the Cumberland. (Smart-casual; think Music City night out.)
· ☐ Comfortable shoes — there’s walking between sessions, venues, and downtown.
· ☐ Layers / a light jacket — Nashville is warm in August, but indoor session rooms run cool.
· ☐ Laptop and/or notebook for the working table-talk sessions and the vision workshop.
· ☐ Business cards — the whole point is connection; bring plenty.
· ☐ Chargers, adapters, and a portable battery.
· ☐ Any current workflow pain points written down — the table talks reward attendees who arrive with a real problem to solve.
[bookmark: agenda-planning]🗓️ Agenda planning
· ☐ Review the full agenda and flag your must-attend sessions, especially the executive table talks aligned to your goals (automation, ROI, tracking, OmniChannel, AI).
· ☐ Block the social events — Tuesday’s live music and Wednesday’s casino night dinner cruise are where relationships form. Don’t skip them.
· ☐ Note the keynotes: USPS opening keynote (Earl Johnson) Tuesday; USPS closing keynote and the 2026–2028 roadmap Thursday morning.
· ☐ Identify 3–5 people you want to meet — partners, peers, BCC team members — and make a point to connect.
· ☐ Set one goal for the trip: one workflow to fix, one ROI lever to test, one connection to make.
[bookmark: before-you-leave]📲 Before you leave
· ☐ Save the venue address, your itinerary, and your BCC contact’s number to your phone.
· ☐ Set an out-of-office covering Aug 11–13 (returning [DATE]).
· ☐ Charge up and rest up — it’s a full two and a half days.
Questions before you travel? Reach [CONTACT NAME] at [EMAIL / PHONE].
See you in Nashville. NEXT IS NOW. [NAME] · BCC Software · bccsoftware.com/ie26
