Webinar Checklist
Prior to starting promotions

Book live event and dry run dates with Central Office and campus subject matter experts (SMEs); send all logistical details including driving directions and parking information 
Book dates with Viking Video Technologies
Work with SME on course learning objectives – Curriculum Development sessions are available the first Wednesday of each month from 2-3:30 p.m. in the Think Tank
Set up RFLC and start Informz event in order to accept registrations and create messaging (invitation, reminder, thank you/exit survey)
Two weeks prior
Send out promotional information to campus training contacts to distribute to relevant audiences at their campus
Dry run to occur two weeks prior (typically after the previous live program from 12:30 – 2:30 p.m. at Viking Video Technologies – HVCC); presenters are invited to view the live program from 10:30 – noon, if desired
Friday (noon) before the live event
Ensure we have received and reviewed all program materials from SMEs. Viking must receive the final PowerPoint slides, agenda/run down, any teleprompter script. Any pre-recorded segments must be completed and received as well
Carolyn sends pre-show PowerPoint, break slide, names/titles of panelists to Viking by noon on Friday
Post unformatted PowerPoint and any other meeting materials on web page for participants to print before the program
Send Exit Survey link to Viking to post on LiveStream page
Day before webinar
Event reminder message is sent, which also directs them to meeting materials to print or view electronically
Day of

Carolyn introduces the program – include email/phone/chat questions and survey mention
Panelists arrive one hour before go-live (9:30 a.m.); breakfast is provided.
Work with panelists and Viking staff on event logistics – confirm rundown and slides with program producer
