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Executive Webcast Run of Show
Pre-event planning template. Complete all fields before day-of execution.

1  EVENT INFORMATION

Event / Webcast Title:

Date: Start Time: End Time:

Platform (Teams/Zoom/Webex/Custom):

Webcast URL / Meeting Link:

Executive Host: Technical Lead:

Producer / Event Manager:

Expected Audience Size:

2  ESCALATION CONTACTS

Name / Role Phone Email Notes

3  PRESENTER ROSTER

Presenter Name Title / Organization Segment Time Slot AV Notes

4  PRE-EVENT TECHNICAL CHECKLIST

Platform room is signed in, licensed, and showing correct meeting CRITICAL

Verify account login - not a guest or personal account.

Green room / backstage link tested with all presenters CRITICAL

Send green room link 30+ min before start. Test audio + video.

Dedicated bandwidth confirmed - no competing large transfers scheduled CRITICAL

Coordinate with IT for bandwidth reservation on event day.

Recording configured and storage destination confirmed CRITICAL

Verify recording path, permissions, and available storage.

Streaming destination / RTMP key confirmed and tested (if live stream) IMPORTANT

Test the stream key at least 24 hours before the event.

Final presentation deck received, tested, and shared screen confirmed CRITICAL

Screen share tested from presenter's actual device.

Backup copy of slides loaded on producer machine IMPORTANT

Never rely solely on presenter's machine for slide delivery.

Lower thirds / name graphics prepared for all presenters IMPORTANT

Confirm spelling and title for every presenter on screen.
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Run of Show - Day-Of Timeline
Complete the timeline before the event. Use the Status column during execution.

4  PRE-EVENT TECHNICAL CHECKLIST (CONTINUED)

Backup presenter dial-in numbers distributed to all speakers CRITICAL

Dial-in as failover if video fails. Distribute in advance.

Executive host completed a full dress rehearsal / tech check CRITICAL

Never skip a live tech check with the executive presenter.

Mute/unmute, video on/off, and handoff procedures confirmed IMPORTANT

Walk every presenter through the exact flow they will follow.

Producer clock synchronized with platform clock IMPORTANT

Confirm countdown is aligned to platform start, not wall time.

AV/IT support contact on standby for full event duration CRITICAL

Dedicated support - not shared with other events or on-call.

5  RUN OF SHOW TIMELINE

Time Duration Segment / Activity Presenter Technical Action Status

6  POST-EVENT WRAP CHECKLIST

Recording stopped and saved to correct destination CRITICAL

Live stream ended on all platforms CRITICAL

Recording downloaded and backed up within 1 hour IMPORTANT

Chat log / Q&A exported and saved

Attendance report pulled from platform

Producer debrief notes captured

PRODUCER NOTES

Need a producer for your next executive webcast?
Tullis Technologies LLC  *  tullistechnologies.net  *  862-451-7907  *  tullistech@yahoo.com
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