

[bookmark: _nqpl7jd2oedd]Event Date: XX/XX/XXXX[image: horizontal line]
[bookmark: _x5f1zzq97d8l]Event Time: Start, End
[bookmark: _fnafafw8ll2l]Event Lead: Name Here, Contact here 
[bookmark: _x20fcij3662t]Digital Event Briefing:   Event Title
[image: horizontal line]
[bookmark: _jdvoi6z16c16]Event Overview 
· [bookmark: _uc4bash7rdi6]Description:
· Type: Zoom Webinar, Zoom Meeting, Other 
· Offer: describe the event
· [bookmark: _vumiglb7ladk]Objective:
· How will you inspire attendees?
· What is your takeaway?
· [bookmark: _6ijzhy9sunc2][bookmark: _nus9bghhg6tg]Audience Profile:
· Info: Info here
· Estimated Attendance numbers: XXX  
· [bookmark: _gal2hsdrynn8]Webinar/Meeting Details: 
· URL:
· Meeting Id, Password: 
· Call-In Number:
· [bookmark: _purp0q7b6kya]Accommodations:
· Recorded: Yes or No 
· Captioning: Yes or No
· Facilitator, Speakers, Presenters
	ROLE
	Areas of Responsibility During Event (Be sure to list your event specific tasks for each section below)
	NAME
	CONTACT INFO
(Mobile/Email)

	Facilitator/ Emcee/ Moderator
	· Manages overall event program and guest engagement
· Welcomes attendees, runs the program, keeps transitions and engagement lively, wraps up event
· Role can be filled by planning partner OR guest speaker
	
	

	Speakers/ Presenters
	
	
	

	Others
	
	
	



· Program At A Glance 
· Practice Run: Date
· Staffing Leads 
· Run of Show 
· Speaking Points
· Links for Files
· Slide Deck
· CSV file for breakout room assignments
· Contingency Plan 
[bookmark: _Program_At-A-Glance_(sample]Program At-A-Glance (sample below)

	Start
	Run
	What
	Speaking
	Has PPT, 
Other Visual?

	30 minutes prior to start
	30
	Link Open For Attendees
	n/a
	Event Slide
Music

	20 minutes prior to start
	-
	Staff Log-on 
	Briefing in Breakout Room
-Zoom reminders
[bookmark: _GoBack]-program overview
-roles
-
	n/a

	15 minutes prior to start
	-
	Presenters Log-On
	Briefing in Breakout Room
-Zoom reminders
-program overview
-run through of PPT/slides/ presentations
-
	n/a

	Time
	5
	Welcome, Online Event Reminders, Ice Breaker
	Name
	Yes or No

	Time
	20
	Presentation 1 W/ Q&A
	Name
	Yes or No

	Time
	10
	Breakout Rooms
	n/a
	Yes or No

	Time
	20
	Presentation 2 W/ Q&A
	Name
	Yes or No

	Time
	5
	Close
	Name
	Yes or No


[bookmark: _jlr7skngjen1]
[bookmark: _ib7wt4q4kqhl]

[bookmark: _Staffing_Leads_(Each]Staffing Leads (Each event is different. These roles can change depending on what teams are involved and multiple roles can be played by the same person.)
	ROLE
	Areas of Responsibility During Event (Be sure to list your event specific tasks for each section below)
	NAME
	CONTACT INFO
(Mobile/Email)

	Program Lead
	· coordinates speakers/presenters, teach speakers how to present well virtually, gathers and preps presentations, videos, etc.
· this role will need to be made a Zoom co-host and will need to have some technical know-how to help troubleshoot and optimize the event, there to support the facilitator, the participants and the technology
· should have cell numbers and email of all the presenters, facilitators and hosts in case something happens
	
	

	Event Manager
	· brings the stakeholders together to create a valuable event that is organized and kept on track with the planning of details and logistics
· prepares materials (agendas, event briefing, ROS, staffing, etc.) in advance and shares with other roles
· this role will need to be made a Zoom alt-host and will need to have some technical know-how to help troubleshoot and optimize the event, there to support the facilitator, the participants and the technology
· should have cell numbers and email of all the presenters, facilitators and hosts in case something happens
	
	

	Technical Producer
	· Must be Zoom host
· Arrange for all tech needs (hosting tool, license request, closed captioning, etc.) and manages technical issues and contingency plan
· Manage presentations, flow and time (recording, break-out rooms, polls etc.) and calls the show using ROS
· Handles post-event tasks (reports, recordings, etc.)
· Role can be filled by CIT OR staff member with technical know-how
· should have cell numbers and email of all the presenters, facilitators and hosts, in case something happens
	
	

	Co-Producer
	· handles chats and Q&A (will need to be comfortable reading questions) and helps facilitate guest engagement
· assists technical producer with potential AV needs and contingency plans
· this role will need to be made a Zoom co-host in order to manage the engagements properly and will need technical know-how
	
	



	OTHER ROLES
	See below for additional roles
	
	

	Co-Facilitator
	· Co-facilitator gives the facilitator or presenter someone to play off of and make the presentation seem more engaging and less one-sided. 
· this role will need to be made a Zoom co-host in order to manage the engagements properly and will need technical know-how
	
	

	Tech Support Roles
	· Co-Host: shares most of the controls that zoom hosts have. Can be assigned during the meeting. Co-Host cannot: start a meeting, start closed captioning, end meeting, make someone else a co-host, start breakout rooms or move participants between rooms 
· Alternative Host: Shares same controls as co-hosts, but can also start meetings. Should be assigned when scheduling the meeting. If the host logs on mid-meeting, they will assume the host role again and alternate host will lose any host abilities
· Audience Assistance: handles guest technical needs and has access to registration info/email and assists producers as needed with AV, Q&A, contingency plans, etc.
· These roles can be filled by the co-producer and/or co-facilitator if there is limited staff as long as individual has technical know-how
· Zoom is continually changing permissions of each role so be sure to review latest Zoom info on permissions
	
	

	Other Staff/ Back up Staff
	· Breakout room Moderators
	
	


[bookmark: _vtyg2qveab42][bookmark: _9xwhfj13htlc][bookmark: _ykrvw3k0pubu][bookmark: _7zfkm83pjc2a][bookmark: _xjtk4y4t4tb7][bookmark: _cpgbqyoyw7p][bookmark: _cf1n1kgyodz7]


[bookmark: _Run_of_Show/ROS]Run of Show/ROS (sample below)

	START TIME
	RUN
(Min)
	WHAT
	SPEAKING
	SCREEN/ AUDIO
	CONTROLLING SCREEN 
	TASK/ ASSIGNED PERSON 
(Back Up Person in Italics)

	30 Min
Prior
	-
	Pre-Event Slide 

	· 
	Event Title Slide
w/ Countdown

Background Music
	 Name 
	Tech Producer (Name):
- use the waiting room
- In the security settings:
- mute audio for meeting attendees
- turn off screen sharing for everyone but host/co-
hosts
- Turn off chime for participants coming and going
- Make xxx co-hosts

	7:00 pm
	5
	   Welcome, Online Event Reminders, Ice Breaker
	Name
	Speaker
	 Name
	Tech Producer (Name):
- Send group text everyone to let them know we are
starting
- Start recording to cloud to issue recording consent
- Start closed captioning
- Change to slide 2
- Speaker spotlight
- Change to slide 3 once done with zoom
Reminders

Co-Producer (Name):
- Insert directions to change view in chat
To change the layout of your screen, click View
in the top-right corner of Zoom, and then select
Speaker view.
- Insert directions for adding grad year in chat
To change your name, click the Participants
button at the bottom in Zoom, and then the More
button next to your name. Click Rename and then
add your grad year and college.
Emcee (Name):
- Welcome and introductions
- Zoom Reminders
- Overview of program
- Thank planning committee

	7:05 pm
	15
	Presentation 1
( Presentation
Name)
	Name
	Speaker or
 PPT Slides
	 Name
	

	7:20 pm
	2
	Poll Question
	Name
	Poll Name
	 Name
	

	7:23 pm
	10
	Q&A
	Name
	Speaker
	 Name
	

	7:33 pm
	10
	Presentation 2
( Presentation
Name)
	Name
	Speaker or
 PPT Slides
	 Name
	

	7:43 pm
	8
	Breakout  Session
	Name
	Breakout Question Title Slide
	 Name
	

	7:56 pm
	3
	Close,
Attendee
 Action Items
	Name
	Speaker
	 Name
	

	8:00 pm
	0
	Event End
	
	
	
	





[bookmark: _Contingency_Plans][bookmark: _Speaking_Points]Speaking Points 
Contingency Plans
· May need both contractual and technical and are event specific
· Technical Plans:
i. Pre-record speeches/presentations if possible in case presenters live stream fails
ii. NetIDs –Direct everyone to CIT page for support.
iii. Zoom logins – Direct everyone to Zoom for support
iv. Maestro
· Ask participants to refresh and/or restart
· Ask participants to use Chrome 
v. Roles:
· If any speaking role is not available, the ______ will assume the role. 
· If the program lead is not available, the ______ will assume role.
· If the producer is not available, the ______ will assume role.
· If the co-producer is not available, the ______ will assume role.
· If the audience assistance is not available, the ______ will assume role.
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