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[bookmark: _t9t6vwpooku]Banzai Template
Webinar Speaker Prep Doc
This speaker prep doc is for YOU! Make a copy, add your branding, and set webinar guests and speakers up for success with this detailed webinar logistics overview. 
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[bookmark: _lph63xg5vrbg]Webinar Logistics

Webinar Date: 
Title: 
Webinar Start Time: 
Please log on 15-minutes early for a final A/V check.

Speaker(s):

	Name
	
	Name
	

	Title
	
	Title
	

	Company 
	
	Company 
	

	LinkedIn Profile
	
	LinkedIn Profile
	



Host: 
Producer:    
Important Dates:
	Rehearsal(s) - 
	Final slides -
Webinar Platform:

Resource: The Best Webinar Platforms of 2022 
[bookmark: _ks2cqh5r5ssm]Webinar Login Links 
·  

[bookmark: _m133zqpnknyg]Webinar Goal
Overview of the main goal for the webinar. This should roll up to a business objective.
· 
[bookmark: _br76pzfgppgp]
[bookmark: _pb3485gt5gty]Metrics/KPIs to measure success.
How we will measure progress to our goal.
·  

Resource: How to Measure Virtual Event ROI: Metrics That Matter
[bookmark: _74pi4gvbl1am]UTMs 
Personalized links for sharing and tracking.

· 

[bookmark: _16ysgb1jkdit]Webinar Description
Session description on the registration page and in promotional materials.

[bookmark: _yed3fta37rly]Webinar Audience
Type of audience (roles, industry).
· 
[bookmark: _mprztbo4m0h7]Run of Show
Outline of the webinar highlighting the leaders of each agenda item.

	Agenda Item
	Time
	Duration
	Leaders

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Resources: 
· Fun Virtual Event Ideas: How to Make Your Virtual Event Engaging 
· 7 Reasons People Hate Webinars (And How to Host a Webinar People Love) 
[bookmark: _pd8ld2ifd2]Tips For a Great Webinar Experience
· Log on 15 minutes early to test audio and video
· Connect to a hardline of the internet (if possible)
· Mute notifications (phone, Slack, email, etc.)
· More here: Virtual Presentation Tips Every Presenter Should Know 
[bookmark: _1p5exf6gxzsq]Social Sharing
Here is social copy you can use as-is or edit to share on your personal social channels. 

· 

[bookmark: _454izuxwzhg4]Contact Information

NAME
TITLE / WEBINAR ROLE
EMAIL
PHONE
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