Guidelines for a Successful
Event

Planning a successful live-streamed event requires coordination, technical knowledge, and
a clear understanding of your objectives. Below, we have detailed a comprehensive guide
to help you through this process. By following these guidelines, we can ensure a smooth
and high-quality streaming experience for your event.

|. Determine Your Event Objectives
Before anything else, it's crucial to define what you want to achieve with your event.

o Do you want to engage with a particular audience?

o Is your goal to increase brand awareness, sell a product, or perhaps raise funds for a
cause?

o What messages do you want to convey?

Having clear objectives will guide your decisions throughout the planning process.
2. Plan Your Event Schedule
Share with us your planned event schedule well in advance.

e When will the event start and end?
o Are there key moments that need to be highlighted during the stream?
e What are the intervals for each segment of the event?

This information is essential for us to adequately prepare for the live stream and ensure we
capture every significant moment.

3. Determine Your Camera Angles
Consider how many camera angles you'll need for your event.

o Do you need a wide-angle shot to capture the entire venue?
o Do you want close-ups of speakers or performers?
e Would you like to include audience reactions in the stream?



Let us know your needs, and we can discuss the best solutions to meet them.
4, Check Your Internet Connection

If the event is taking place at a location with an internet connection, please ensure it is
stable and fast enough to support a live stream. Our team can help determine the needed
speed.

5. Secure the Venue
Make sure to reserve and prepare the venue well ahead of time.

o Check for any restrictions that may affect the live stream, such as limitations on
camera placement or lighting adjustments.

o Ensure there are power outlets for our equipment.

o If possible, provide a designated area for our team to set up and operate the
streaming equipment.

6. Coordinate with the Speakers/Performers

If your event includes speakers, performers, or presenters, it's important to coordinate with
them as well.

o They should be aware of the camera locations and any guidelines for their
presentations or performances.

« If they plan to use any multimedia materials (like slides or videos), share them with
us ahead of time so we can incorporate them into the live stream.

7. Plan for Audience Engagement

If your event includes interactive elements (like Q&A sessions, polls, or live chats), plan
them out in advance.

o What platform will you use to engage with your audience?
e Who will be responsible for moderating this interaction during the event?

8. Promote Your Event

Don't forget to promote your live-streamed event to your target audience.



o Share the date, time, and streaming platform details through your marketing
channels.
o Consider creating a countdown or teaser content to build anticipation.

9. Prepare a Contingency Plan
Despite all the planning, unexpected issues can arise during live events.

o What will you do if a speaker or performer is late or unable to attend?

o How will you handle technical difficulties if they occur?

e Do you have backup content or activities to keep the audience engaged during any
downtime?

Having a contingency plan ensures that your event can continue smoothly, even if
something doesn't go as planned.

10. Review and Feedback

Last but not the least - after the event, take the time to review its success and gather
feedback.

o Did you achieve your objectives?
o What aspects of the event were most successful, and what could be improved for
next time?

This step is crucial for continuous improvement and for making your business or future
events even more successful.

Now, with these ten guidelines, you are well-prepared to ensure the success of your live-
streamed event. As always, we're here to help and answer any questions you may have.



