Webinar Hosting Checklist

As Soon As Possible:

	 FORMCHECKBOX 

	· Book resources (e.g., laptop, LCD projector, screen, conference room)

	 FORMCHECKBOX 

	· Determine possible number of attendees (how many will fit in the conference room?)

	 FORMCHECKBOX 

	· Create table to help you keep track of RSVPs (include Name, Company, e-mail address, membership status)

	 FORMCHECKBOX 

	· Send Renée the number of possible seats, your contact information, and directions to your facility

	 FORMCHECKBOX 

	· After Renée sends Webinar notice, take RSVPs

	 FORMCHECKBOX 

	· Verify membership through STC.org membership list

· If member, acknowledge the RSVP

· If non-member, acknowledge receipt of request, but inform person that they may have to be on waiting list until approximately 3 days before Webinar (members have priority seating). Remind them of their fee, payable on day of Webinar.


2-3 days before Webinar

	 FORMCHECKBOX 

	· If applicable, notify receptionist or building security of Webinar and provide them with a list of attendees.

	 FORMCHECKBOX 

	· If seats are still available, notify non-members they may attend. Remind them of fee.


Day before Webinar

	 FORMCHECKBOX 

	· Send reminder notice to all attendees about Webinar, time, include directions to location

	 FORMCHECKBOX 

	· You will receive a message from STC, which includes the following:

· Where to download supporting information

· Password

· Web instructions

· Audio instructions

	 FORMCHECKBOX 

	· Check internet connection in conference room with laptop – connect to website, download plugins or check for compatibility

	 FORMCHECKBOX 

	· Download presentation materials

	 FORMCHECKBOX 

	· Optional: Print enough copies of presentation materials for all attendees


Day of Webinar

	 FORMCHECKBOX 

	· Set up conference room early enough to check internet connection, make sure LCD projector is connected and working, test phone connection

	 FORMCHECKBOX 

	· Optional: Have water/coffee/snacks/lunch available for the attendees

	 FORMCHECKBOX 

	· Host and enjoy the webinar!!

	 FORMCHECKBOX 

	· Send the presentation materials to attendees (at their request)


