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FOR VIRTUAL LIVE EVENTS

10 CRUCIAL STEPS FOR EVENT
HOSTS & INFLUENCERS

BY JEFF VELEY




Hey there! I'm Jeff...

| created this handy checklist to help
you build out your virtual event tech.

Since March 2020, my team and |
pivoted numerous in-person events to
virtual - and helped our clients do the
same. As a company that's responsible
for 300+ events each year, we've
learned a lot (very quickly).

Why plan a virtual event?

Virtual events are outperforming
past in-person events in nearly every
industry.

Why are many unsuccessful?

Less than 8% of event hosts feel
comfortable and confident with the
tech needed to "Go Live".

For my recommendation on event type
will work best for you, use our Event
Plan Generator, click here.

S Vel

Founder, Veley Productions
VeleyProductions.com



https://www.veleyproductions.com/generator/

The 10 Phases of
Virtual Event Tech

ldentify your Virtual Event Type
Choose your Event Scenario

Craft Your Event Experience
Outline your Engagement Strategy

Select your Streaming Platform
Build your Audio/Visual Setup
Secure stable internet and power
Design your Event Dashboard
Test & get expert feedback

10. Rock the virtual stage!
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Tech Checklist for Virtual Live Events

1. Identify your Virtual Event Type
Pre-Work

1 a. Describe your environment

O b. Create your initial virtual strategy

J c. Inventory your resources (equipment, software, etc)
0 d. Select your budget

O e. Identify support

L] f. Start your list of logistics

Virtual Event Types

[0 9. Virtual Broadcast

J h. Small Group Interactive
L1 I. Full Audience Interactive

2. Choose your Event Scenario
O a. Pick interaction levels & channels
0 b. Outline your event experience

3. Craft Your Event Experience

] a. Complete your virtual event description
[0 b. Write your ideal post-event testimonial
O c. Build your “wow” moment

4. Outline your Engagement Strategy

] a. Virtualize in-person engagement wins

O b. Build personal connection elements

] c. Create positive branded memories

J d. Schedule time for community building and connection
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Select your Streaming Platform
a. Get familiar with common audio/visual terminology
b. Explore 5-6 streaming options




. Build your Audio/Visual Setup
a. Select Cameras
b. Select Lighting
c. Select Microphones
d. Select Audio Interface/Mixer
e. Select Computers
f. Select Adaptors & Converters
g. Download apps
h. Select Storage (hard drives, SD cards)
. Select Cables
j. Select support (stands, tripods, clips, etc.)
k. Select backdrop
. Select Scenery
m. Select Props
n. Connect hardware
o. Connect software
p. Run tests
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7. Secure stable internet and power
1 a. Access two internet providers

1 b. Establish internet backup

[J c. Establish power backup

O d. Use internet bonding

. Design your Event Dashboard

Virtualize your ideal in-person venue

Mind map your event dashboard

Identify essential integrations (CRM, email marketing, etc.)
Choose your web platform

Select your page builder

Build your basic wireframe design

Add text, images, and video

Add hyperlinks

Change to branded colors

Upload resources

Add your scale-up offer

Connect your support/help desk

m. Install plugins

n. Add contact forms, email opt-in, appointment scheduling
o. Test sizing on desktop, tablet, and mobile

p. Fine-tune your design (spacing, colors, shadows, etc.)
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. Test & get expert feedback
. Test all hardware and software
. Run internet speed tests
. Measure server load
. Conduct test streams
. Simulate failures and stress test all components
. Solicit feedback from your team/colleagues
. Consult on your tech with a professional coach
. Request a on-screen user test of your event dashboard
. Schedule a soft-launch and feedback session with your target audience
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10. Rock the virtual stage!

Sound check

Video check

Website check

Server load check

Internet check

Power check

Internal communication check (slack, text, two-way radios, etc)
Record your event

Offer your product and services

Gather testimonials

Deliver your personalized thank you gifts
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That’s it!

You now have the checklist that our
clients use to go from a simple vision
to a real virtual event.

If you want guided, step-by-step
tutorials and my help working
through this, click here.

Together we’ll setup your event for
success!

S Vel

Founder, Veley Productions
VeleyProductions.com
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https://veleyprod.samcart.com/products/virtual-event-tech-accelerator/

