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O Keep events as short as possible
O Hold dress rehearsals with presenters
O Use video and music

O Stay up-to-date on the platform and
what it offers

§ Mute ~ Ck Stop video ~ (*} Share

®) Record

Provide a mixture of pre-recorded and

live presentations

Obtain consent to record and distribute

recordings

Use features of the platform

(O Participants (6)

v:) Chat






O Health & Safety

O Provide COVID-19
comfort level indicator
and PPE

O Require proof of
vaccination and/or
negative test

O Make onsite materials as
contactless as possible

O Include COVID-19 liability
waiver in registration
process




O Programming
O Build in more networking time
O Offer social activities, offsite experiences

O Provide fresh educational content, new speakers, different
learning methods

O RFPs / Contracts
O Act early and fast to secure desired venues, prices, dates
O Confirm meeting space is flexible

O Adjust room block, force majeure, cancellation clause,
rescheduling policy







A hybrid event is...

O An integration of tfechnology that allows
in-person and virtual aftendees to li
engage via video, audio, and text -

O An experience that takes place .
simultaneously for in-person and virtual : — - s
attendees ,& 7

-
A hybrid event is not... \7'
O Livestreaming sessions

O Sharing video recordings

O Corresponding in a Chat box
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Design programming for:
O In-Person Aftendees Only
O Virtual Attendees Only
O All Attendees

Offer as much engagement between in-person and virtual
aftendees

Increase budget for A/V equipment and labor

Confirm venue can support bandwidth and electrical needs
Use an emcee to connect the in-person and virtual attendees
Add more staff members/volunteers to the team



Attendee Gift

Attendee Scholarship

“*Commercial” Break

Contactless Registration

Digital Swag Bag

-reemium Registration Offer

Hand Sanitizing Station

Hybrid Lounge

Mobile App / Virtual Platform

Networking Event

Social Distancing Floor Sticker



Don't forget
sponsors and their
needs

Keep attendees in
the loop

Plan early and
often

Always debrief on
events

Use current events
to promote the
next events

Listen to attendees
before, during, and
after the event

Use consistent
branding when
marketing events

Always have a
back-up plan






