
KEYS TO A SUCCESSFUL
VIRTUAL EVENT

Set expectations with your event speakers prior to the event. Let them know this is more
like a TV interview - keep answers concise and to the point.
Send out a ‘best practices’ info sheet to all your speakers ahead of time.  The one we
sent to PPPH panelists is attached.
Send an email out to all registered attendees the day-of the event, walking them
through ground rules and explaining event flow. (The one we used for Packard Place
Public House is attached)

Gather all your panelists at least 15 minutes prior to do a dry run and work through any
technical issues.

If anyone is going to share slides, they should do it from their laptop to control the
advance.  They should practice screen share ahead of time.  You can share straight
to a presentation so you don’t have to see their desktop.  They also need to turn off
all notifications or dings.

It helps to setup the event with 2 hosts - one managing the 'backend' like sending out
poll questions, moving people in from the Waiting Room and sending people to the
breakout sessions. Another to play the “emcee” and facilitate the meeting flow.

You have to have a paid account to host or co-host
We have one account for 500 but any paid Pro account ($20/month) can co-host

Make sure to enable the Waiting Room function so eager attendees do not login as
you're rehearsing with your panelists.
It helps to send a quick note to those hanging out in the Waiting Room that lets them
know when the 'event doors' will open and that they are in the right place.
Make sure you set your host account to have participants enter on mute and have their
cameras disabled. People logging in during the event can be very distracting if they
have video on and take away from the focus of the event.

Are you getting ready to host your first virtual Zoom event and stressing over
how make it successful and run smoothly? We have some crucial tips and

tricks we'd like to share to help ensure your event's success (and your
sanity)!

 
Communication is key
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Zoom Host Tips
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What we learned from our first, virtual
Packard Place Public House
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As host, you can force attendees onto mute and no-video.  Keeping video off for all
non-panelists is a best practice throughout the event until Q&A and you can allow just
that one person to video for Q&A and then turn them off again.

Smile and have fun! It’s just like TV. You have to get use to ‘giving’ energy to the camera
when nothing is there. It takes practice. It is a lot like being in a TV studio.  If you have
never presented without any audience feedback, it can really throw you off.
Have Slack or something else set up so your team can tell you if something is wrong
because it is hard to tell when you are Emcee and there is NO feedback coming in.
Walk attendees through the ‘process’ at the start.  It’s still new for everyone. Use a
presentation to communicate ground rules and other information you want to convey.
Having a presentation also helps you remember what you have to cover. Explain how to
ask a question, use chat, raise your hand, mute and unmute, etc.
Give attendees a ‘run of show’ so that they know what is coming and when.  Otherwise it
can feel like it will go on forever. Let them know what to expect.
Facilitate the conversation like a TV show, not an in person panel. Engage all panelists
by calling out their name and giving them a heads up you about to put them on the
spot. Watch how great TV hosts do it.
You can ‘crowd source’ info in real time.  If someone asks a question you or your guests
don’t know, ask if anyone in attendance does. Ask them to raise their hand. Remind
them to keep it short and concise on answers.

Polls can only be done one at a time even though you can have multiple questions in
one poll.  Have your poll questions planned ahead of time based on the flow of your
meeting and have them typed out in Word so that you can just cut and paste on the fly.

This should be done by the “backend” person not the “emcee”
If you're doing a live poll during your Zoom event, always make sure to add 'n/a' as an
option to certain questions, as answers to all questions are required and forcing
someone to answer a question that is not applicable will skew results.

 
Emcee Tips

 
Polls



 
 
The following are some of our recommended best practices when 
preparing to present at a virtual event:  
 

● Hardwire your internet connection to ensure optimal video and audio quality  
○ Additionally, from personal experience, keep your kids away from the 

outlet that your wifi is plugged into 
● Test your audio prior to meeting  

○ Here is a link to a great resource on how to test your audio prior 
● Minimize background noise 
● Dress to impress  

○ Be mindful that prints and stripes do not always display way on a digital 
screen 

● Make sure you’re well-lit 
○ Another great lighting option is to take a simple desk lamp or table lamp 

and place it centered over the lens of your device - the key here is you 
never  want to be backlit  

○ Once your light is placed in the front make sure all other light is turned 
off, this includes shades and blinds being drawn 

● Make sure your device lens is looking just slightly down at you for the most 
flattering angle  

○ Best tip for this, is to raise your device so that it is just level to your 
hairline, then angle your device so that you’re centered in the frame 

● Make sure there’s a good distance between you and your device’s camera  
● Be mindful of your backdrop  

○ The simpler the better, you don’t want competing ‘background noise’  
○ If possible we recommend presenters have some sort of company 

signage behind them  
● To appear like you’re making eye contact with your audience make sure your 

eyes are fixed on your device lense rather than looking at yourself on the screen  
● Here is a link to a quick tutorial with some of the bullets above, on how to look 

great on a webcam 



Insurtech Community Meetup

To ensure that our first-ever Virtual Meetup runs smoothly, here are 
some guidelines:

• We will start right at 5pm, so please log in a few minutes early to 
make sure everything is working. 

• Once you have joined the meeting, you will be directed into a waiting 
room until the meeting begins. We ask that you keep your video and 
audio off until instructed otherwise.

• This session will be recorded and posted online to be publicly shared.
• Dan Roselli will introduce Ian Campos of Capgemini. Ian will have a 

quick keynote address followed by an engaging conversation between 
Dan and Ian.

• There will be polling questions throughout the discussion so please 
pay attention to those prompts.

• When we open the floor for questions, if you have a question, please 
utilize the “raise your hand” tool.  This can be found in the Participant 
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icon at the bottom of your screen.  Once acknowledged for your 
question, enable your video and audio so you may ask your question.

• We ask that when asking a question please keep it short and to the 
point. We want to make sure we have enough time to get to 
everyone. 

• At any time, if you are having difficulty with Zoom please message 
ONLY the host Ashley Everett in the chat box.

Thank you so much for supporting us for our first Virtual Insurtech 
Community Meetup!

If you want to become more familiar with Zoom before the 
meeting, click here to learn how to join a meeting and click 

here to learn meeting controls.
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