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Arrangements

1. No more than 4 hours each segment

2. Confirm when can load slides

3. Ensure if multiple-days, schedule meeting in such a manner (eg, recurring event) so that loaded slides do not disappear
4. Arrange for sub-conference line for presenters

5. Arrangements – Arrange for dedicated technician (in addition to operator).
6. Arrange for operator to call on people at random

7. Record or not
Ahead of Time

1. Arrange for delivery of binder ahead of time 

2. Trial presentation tools — very helpful to use during the presentation; helpful to practice clearing them as well.

3. Test back-up phone options (eg, landlines, speaker phones, cell phones)

4. Prepare polls — hide or reveal?

5. Identify how people can get in and out of queue; how get help

6. Ensure have items listed in Evening Before
Presentation Preparations

1. Embed interesting/entertaining visuals

2. Nice touch to show where broadcasting from and presenters

3. Embed directionals (eg, which sections of the binder, when not have slides in handouts, break slides)

4. Create a hard copy tips sheet mailed in advance to participants and an accompanying webcast tip slide that bullet points the hard copy tip sheet.

5. Let people know what to expect (eg, what to expect for program, for breaks, what to do when breaking — stay on phone and minimize computer screen, etc.)

6. Plan an early break time on each day to ensure all is working and pre-arrange touching base with conference support

7. Plan emergency contact with conference support (eg, email)

8. Subsequent day reminders (eg, will call on at random)

9. Test pass codes, URLs, phone numbers, etc.

10. Prepare closure (eg, thanks, contacting us, etc.)

11. For multiple days, build in a movable piece at end to next beginning

12. Identify what is “optional”

13. Ensure can move ahead through thumbnails
Evening Before

1. Ready comforts & work items

a. Kleenex

b. Hard candy

c. Water

d. Warmth

e. Pens & paper

f. Calculator

g. Timer 
h. Noise-maker (eg, dolphin squeak toy)

i. Pre-printed communication cards (eg, time remaining, etc.)

2. Ensure phones charged and back-up phones available

3. Print list of attendees in order of first name

4. Synchronize timepieces

5. PC sound on mute

6. Pass codes, URLs, phone numbers, etc.
7. Program break times into Outlook calendar

During

1. Offer answers to unanswered questions by email

2. Signal to each other when switching speaking

3. Free presenter can help “clean-up” annotations

4. MUTE PHONES during breaks

5. Converse with attendees

Post Webinar

1. Exit and end session

2. Obtain poll report

3. Delete presentation from webcast

4. Follow-up e-mail with attendees

Special thanks are extended to Monica Million, WellPoint Rx, for her help with webcast arrangements and her contribution to this document.
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