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Online Events

Conferences and meetings without geographical boundaries

We have removed the anonymity of delivering powerpoint slides online by developing a format which allows 
the speakers to keep eye contact with their audience while showing their presentation in full HD. They are 
shown alongside their slides rather than split between different views.

 The team at Keynotes Audio will work with you every step of the way to ensure your online conference or 
event is every bit as productive as in person. Whether you need to deliver a conference, training program or 
larger-scale meeting, the experience will benefit from the extended audience capacity facilitated by being 
online.

How does it work?
From the first moment you get in touch we will start to define exactly what you need your event to deliver. 
This process can take quite a while, so we need to start these conversations at least 3 months before 
your event date. Of course, this also gives you plenty of time to carry out your marketing to start to drive 
registrations.

 We have colour-coded the process stages as follows:

Purple - Client input
Blue - Keynotes Audio input
Green - Delegate participation

Event build and develop process

This part of the process may take several weeks. The  
more time we have at this stage, the better. However,  
we do also realise you will need to get advertising,  
so once we have got a basic structure in place we  
will provide you with a link for you to start to drive  
registrations.
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On the day - event launch

When event day arrives we will ask all your contributors to sign in at least an hour before the start time. 
This gives us a final chance to tweak any settings needed to make sure everyone is happy and ready to go 
live before allowing delegates to join. While we do this, there will be a waiting room in operation for those 
delegates who have joined early. This can also be branded so everyone knows they are in the right place.

Only when everyone has their cameras checked and everything is as it should be will the event be opened 
to your participants who have been waiting patiently in the “foyer”. At this point - it’s show time!

On the day - event goes live

Once we go live we guide everyone around the different sections of the day. At no point will anyone be left in 
limbo. The day will begin with some general housekeeping - either a Keynotes representative or one of your 
own team will introduce the format of the day and explain how the day will run to your audience.

From housekeeping we will transition  
to your opening speaker and from  
there into however many more  
speakers you have before a break. We recommend  
keeping the slots to a maximum of 20 minutes. This  
keeps the andience engaged rather than getting  
hypnotised by a long presentation. We have found this  
also helps keep numbers present for the whole agenda. 
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When we have a break the breakout rooms will be opened up. These are there to be used however you wish. 
Whether they are for casual networking, pre-agreed meetings or as a virtual exhibition table, it is vital that 
these areas get the same level of attention as the main conference room. We have found that by having 
slides to share or a pre-arranged sub agenda, these rooms can be every bit as productive as an in-person 
networking event. Delegates are welcome to move between these as they wish, or they can be allocated in 
advance into specific groups. 

Obviously, the timings for the agenda can be set entirely by yourselves, but we can provide some sample 
agendas to give you a starting point to plan your day.

If you would like to gain feedback from your attendees we can also run a short survey at the end of the 
event. Past organisers have found this is to really helpful in moving forwards with their future plans and 
provides a vital insight into how your audience received the day.

Post event processing

                At the end of your event we will once again spring into life behind the  
     scenes. All the video content will be processed in line with what we   
     agreed. Depending on the complexity of your requirements on this, they  
     are likely to be available within a few days. This can either be done as one  
     continuous video or split into the presenters as individual files. Of course  
     they can be branded to tie in with the rest of your event as well.

      We will also generate all the attendee reports so you can see exactly who  
     joined and at what times, plus you will get a copy of the chat transcript if  
     required. We will also be asking you for feedback - it is  just as important  
     to us to ensure we deliver exactly what our customers need, as it is for  
     your audience to be satisfied with their event experience.

Find out more

Every event is unique. There is no way we can cover every eventuality in one document. Please contact us to 
chat through your ideas, or to explore how we can help you convert an event that used to run in person to a 
successful virtual experience.

     

Final package delivered to client  
to include:
- videos
- reports

- feedback from client

Videos  
processed as 

agreed

Attendee  
reports  

generated and  
sent to client

steve@keynotesaudio.com  -  07398 498 884 (Steve)  -  07701 071 769 (Tanya)
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