
Videoconferencing Checklist  
  
 
As you are planning an event or presentation on an online platform such as Zoom, please consider the 
following:   
 
 
BEFORE THE EVENT 
 

 You will be able to add the Whitworth logo and branding to Zoom when you set up your call.  
 
Ask yourself: 
 

 How are you advertising the online meeting or presentation?    
 If you need a poster and it will be shared with anyone off-campus, the poster must be 

prepared by the Whitworth Marketing & Communications Office. The request form can 
be found here: https://web2.whitworth.edu/forms/university-
communications/project/new/graphicdesign. Please allow 4-6 weeks.  

 If you would like to send an email inviting constituents to this event, please email 
events@whitworth.edu to discuss options.  

 Who are you inviting to participate/attend?  
 Consider possible capacity limits due to licensing. Most Zoom accounts are limited to 

300 people.  
 Do reminder emails need to be sent to attendees?  

 If yes, determine the:   
 Timing  
 Sender  
 Author (Draft text for consistency.)  

 Who is hosting the call?  
 Consider muting everyone and designating one person to be in "control."  

 How are you going to admit people to the event? 
 Are you going to keep people in the waiting room and admit them all at once, or just 

open it ahead of time?  
 Are you taking questions ahead of time and how are those being collected?   
 Does the speaker have any information or slides that need to be shared with attendees in 

advance or following the call?  
 If someone asks for the slide deck, has the speaker approved sending these out by 

request?  
 Are you planning to record the session?  

 If yes, you must have the speaker(s) sign the permission form: Release to Record Form.    
 

 
DURING THE EVENT 
 

 It is recommended to start the call with an agenda so attendees know what to 
expect. Resources: Branded PowerPoint Slides and Sample Agenda Slide.   

 



Ask yourself: 
 

 What is the expectation for audience interaction?  
 Are you taking questions during the call? In the chat box or out loud?  
 Do you want to assign one person to read questions from the chat box/moderate the 

Q&A?   
 If you are expecting attendees to participate during the call, let them know in advance.   

 Who is introducing the speaker?   
 Is your speaker sharing a PowerPoint presentation, photo, etc.? 

 If yes, have you enabled screen share for the speaker?  
 Does your speaker know how to screen share?   

 Does your event feature 1-2 primary speakers and/or a keynote presentation?  
 If yes, consider using the "Spotlight" feature to limit the number of video screens that 

appear for all attendees. For more information regarding this option, 
visit: https://support.zoom.us/hc/en-us/articles/201362653-Spotlighting-participants-
videos.   

 Do you want attendance taken, and if so, who is doing this?  
 After the call, the host will be able to download a report of the individuals that attended 

the call. Read this short how-to on Virtual Attendance Tracking for Zoom Meetings.  
 
 

AFTER THE EVENT 
 

 Institutional Advancement events only: Are we tracking the participants for ATCO?    
 If the event was recorded, how do you plan on sharing that?  
 If the speaker gave permission to share materials, determine a process to send to attendees.  
 Download attendee list if requested.  

  
   

   
  
 

https://support.zoom.us/hc/en-us/articles/201362653-Spotlighting-participants-videos
https://support.zoom.us/hc/en-us/articles/201362653-Spotlighting-participants-videos
https://help.campusgroups.com/en/articles/3839723-virtual-attendance-tracking-for-zoom-meetings

