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This Virtual Events Best Practice Guide has been developed for the 2021 
Regional Business Events Conference. The conference has been created through 
partnership and collaboration. Our thanks and gratitude go to everyone 
involved. Our grateful thanks go to DLR Media for their generous sponsorship of 
the design of this guide and their input to the content. And to Johnston Media 
and Cameron for their content input.

2020 brought a rapid pace of 
change to the events sector 
and the Covid-19 pandemic 
brought a whole new 
vocabulary - virtual, hybrid, 
hybrid hub, live stream … and 
stand by for a veritable 
thesaurus of new terms in the 
coming months as new 
technologies develop. 

Virtual Events
Best Practice Guide
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You can't stop the future
You can't rewind the past
The only way to learn the 
secret.....is to press play

Jay Asher, Thirteen Reasons Why
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But, what do we all need to consider as we embark on unchartered 
territory towards a strong recovery for business events and the benefits 
they bring to our whole region?

This guide is designed to arm you with the questions you will need to 
ask as you move towards incorporating the new vocabulary of virtual 
events into our events lexicon.

We’re not abandoning face to face events.  But, while the world adjusts 
to new ways of working, and we wait for a return to in person meetings, 
our region can champion virtual events and their advantages of being 
accessible to a wider audience and having excellent
environmental credentials.

To be a dynamic conference and 
meetings destination, we all need to 
face the fact that these new event 
types are here to stay – at least in the 
medium term – until we can return to 
face to face events.
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We hope all of the considerations in this guide will be useful to everyone 
– and you can use this key to quickly identify advice which may be most 
appropriate to you:

Venue Partners 
Accommodation Partners 
Service Partners
Pathfinders
Leading Institutions
Regional Stakeholders



There are three main formats for virtual events:

Virtual 
all attendees are virtual and event examples include investor calls, 
training and seminars

Hybrid 
some attendees are in-person and others attend virtually.  Examples of 
this type of event include: conferences, user or client meetings

Hybrid Multi Hub 
groups of attendees meeting face to face in different locations and are 
connected to the other groups by tech.  International conferences and 
town halls are examples of this type of virtual event

Don’t forget for virtual attendees a digital platform 
is their venue, so equal consideration should be 
given to this as would be for a live event 

Virtual events are not just scaled up versions of webinars, or colossal ‘Zoom’ 
calls and it is important if you plan a hybrid event that the virtual attendees 
feel they have gained similar value to the in-person delegates.

Hybrid and Hybrid Multi Hub events will bring 
more planning with them as it is effectively 
arranging two events, - virtual and face to face

What are the goals for this event – and is there a
format which best helps me to deliver these? 

Meeting formats
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Some considerations
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Do my sales materials reflect my venue’s 
capabilities to deliver events in these formats? 

Bandwidth issues - your Wi Fi capability over and 
above your venue’s average usage is more 
important now than the number you can seat 
theatre style.

What was the original plan for a face to face event 
– and how can is be reshaped for a virtual event? 

Is my event scalable - is my proposed format 
correct for the number of delegates who may 
attend, bearing in mind that taking away the
need to travel may increase your
participation dramatically? 

How much testing and how many dry runs can 
you fit into your schedule?

How can the face to face element of a hybrid 
event still abide by social distancing? 

Site visits will be fewer – so as a venue how can 
we adapt our sales and marketing to a digital 
approach using virtual visits? 

How can the value of the live element of a
hybrid experience be maintained for the
virtual delegates? 

How can audio-visual capabilities be optimised? 
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Programme
Design and Scope

While virtual formats can mirror a face to face event, they also give
new opportunities.

Delegates may expect the ‘traditional’ format of an event such as key 
note speakers and break-out sessions and it’s good to align your event 
content with these expectations, however, there are digital routes to 
pursue too.  Virtual events have more capabilities than a simple 
reformat of traditional in-person events – it’s more than a
‘cut and paste’.

Pre recording sessions gives scope to include many more presenters 
who may not have been able to attend live.  It also gives event 
organisers much more control over the smooth running of the event.  
Remember that although a virtual event, there should be a host 
throughout and you should choose a host who is going to be 
comfortable in front of a camera.  Recording some additional short clips 
of your speakers is a great way to help promote an event via social 
media and digital channels.
 
And remember, the international keynote speaker that was previously 
unable to travel to the Dundee region on a specific day, can now deliver 
their presentation from their own kitchen table … some unique 
opportunities can be opened up by virtual events.



www.conventiondundeeandangus.co.ukwww.conventiondundeeandangus.co.uk

Starting well in advance – it can take longer to 
organise a virtual event than a face to face event 
… in some cases significantly longer 

Creating a content strategy which can be 
delivered via your chosen platform

You will need to consider:

Restructuring your budget versus content strategy 
– previously your venue and catering costs will 
have been one of the highest costs, but your 
technical costs to deliver your content will replace 
this.  For hybrid events, your technical costs may 
be doubled to cover the live and virtual elements 

If your virtual audience will be the same as the 
audience – size, demographics, geography - you 
attracted previously for face to face events and 
how any changes may impact on your
platform choice 

How you will integrate diversity and inclusion

How can you derive revenue from the event via 
sponsors, exhibitors and ticket prices – and, can
your chosen platform deliver on these revenue
raising options 
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Platforms

Selecting the correct core technology or platform you will use to deliver 
a virtual event is crucial for success.  You will base your selection 
process on the needs of your audience, your content and a platform 
which gives a smooth attendee journey from registration to post
event evaluation.

You will need to consider:

What is the correct platform for your event?  Different platforms can 
deliver on different requirements, therefore consider what you 
would like the platform to do and your budget beforehand as digital 
partners may have more than one platform option.

How many delegates can attend using the platform?

Live stream or on demand?

Web conference with attendee management?

Does it offer mobile engagement for attendees?

Trade show capabilities?
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Recorded v live content and the mix of these?

Customised dashboard where delegates can build 
their own event?

Integrated payment system?

Delegate registration and event reminders?

Online placement for sponsors?

Virtual exhibition space capabilities?

Break-out rooms?

Can it support poster sessions?

Content upload functionality?

Can slides and video be used throughout 
presentations?

Does the platform offer technician support 
throughout the actual event?

Will you – and your speakers and delegates – have
enough bandwidth?

Tendering your requirements – do you have a firm 
brief for a request for information or pricing?

Creating a robust contract with the chosen supplier 
which clearly identifies responsibilities. 



How much time is needed to configure the platform’s 
functionality including the integration of registration, 
payments, content upload etc.  Plan for this in the same 
way you would a live event – you need to build in time!

How much testing support will your platform host allow 
you?  Although your speakers have mastered presenting 
at live and now on zoom calls, presenting in a virtual 
conference needs rehearsal time, especially if your plan 
is to host speakers live at the event; its an opportunity 
to iron out any issues before the main event.
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Technology costs will replace venue costs as top of the budget for a 
virtual event, twice over if you are planning a hybrid event. 

Time and budget should be allowed for activities which face to face 
events simply do not require such as sourcing studio space, 
videographers, lighting technicians, editing and virtual booths to name 
but a few. Your audience will need to feel interested, included and 
engaged throughout. 

Content remains key – but high production values take on a new 
importance with a virtual event. It is worth considering whether you 
need a producer for the event. Some virtual events, which are all 
pre-recorded, are similar to complex television productions and 
managing this is a skill set which many event professionals don’t 
currently have in their tool kits.

Virtual Technology
Production And Support



It’s a recurring theme throughout this guide – but test, test and test 
again should be your watchwords. Even if you have experienced 
speakers delivering live during your event, you will still require technical 
rehearsals using the same mics, same computers, same cameras, same 
internet connections etc. The good news for event organisers who have 
previously been faced with speakers who insist on running over their 
time slot is that pre-recorded session invariably run to time!

Don’t forget that a virtual or hybrid event can generate a lot more data 
about individuals and their preferences and interests than an in-person 
event. It’s important that your IT and marketing teams work together to 
maximise the benefits this can bring your event, organisation or to local 
government. Increased technology will bring greater digital engagement 
and you should set outcomes for this element of your event too. Your 
privacy policy may need to be reviewed to ensure that the personal data 
of delegates attending virtually is protected in the same manner as for 
delegates who attend live events.

Not all speakers who are accomplished on a live 
stage – and who feed off an audience - can 
transfer that skill to on-screen – so practise, 
practise, practise

You should consider:

Using a producer - it’s far easier for a virtual 
delegate to abscond at the click of a button if it’s 
not meeting their expectations than it is to stand 
up in a crowded auditorium to leave a conference 
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Content flow – the flow of a virtual event is not the 
same as an in-person event, so briefing speakers 
is more important than ever 

Providing quality technical equipment to speakers 
in place of their own domestic or office-based kit 

Hosting several technical run throughs in advance 

Lighting for your presenters? 

Scripting questions in advance and engaging your 
audience in submitting questions in advance 
when they register delivers more engaging Q&A 
sessions (live or pre-recorded).  However, do
build opportunities to engage with speakers
live at the event such as a dedicated LIVE Q&A 
with the speakers. 
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Attendee Experience

A virtual or hybrid event should not just attempt to replicate a face to 
face programme – and, it’s even more important than with in-person 
events to avoid death by Powerpoint. There are a number of ways to 
help avoid screen fatigue and passive watching with relevant, captivating 
content which is digestible and creates dialogue.

Keeping content short and snappy rather than 
longer speaker-delivered presentations  

Making sure that content is accessible via mobile 

Using a clear menu driven portal so attendees can 
move from A to B easily to access the content 
which they want – and testing this with your team  

You should consider:

Considering different flexible features and zones: 

Lobby/auditorium/exhibition hall/networking 
lounge/poster presentations/help zone
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Include video and interactive content such as

Ensuring that your communication plan includes 
educating attendees about the platform in the run 
up to the event – many may never have used a 
virtual platform before and will need guidance on 
how to navigate the system and how to get the 
most out of it.

Interactive polling, quizzes and games

Audience-submitted Q and As 

Video wall

Virtual networking in conference boots

Virtual exhibitor booths

Live feed of Social Media comments 

Feedback and evaluation

Event professionals know that even the best presenters benefit from 
good support.

Always a crucial element of a successful event, priming your presenters 
and speakers for success takes on a new dimension with virtual events.

Content and Speaker Preparation
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Excellent communication with your speakers is needed so that they 
have an overall understanding of the context of the event – and of the 
event technical platform.  And, of your expectations of them.  Speakers 
no longer have the option of no – or limited – preparation and video 
may be a new medium for your presenters. 

You will need to consider:

Whether your proposed platform allow for pre or 
remote filming of your speakers in advance – or 
only to appear live on the day?

Whether your speakers will be filmed remotely 
using their own computers or will you use
a studio.

Planning content calls with all of the presenters in 
good time, so prepare them for both the content 
of the conference and the technical aspects.

Planning when filming – and dry runs - can
be undertaken.

Providing guidelines for and online instructions 
for your speakers before they participate.

Encouraging speakers to think actively about their 
material in good time since lead times will be 
longer?
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Gathering data about your delegates throughout the event allows you 
to keep in contact with them long after the event has finished with 
information which will be of interest to them directly and will support 
you with invaluable feedback on the success of the event and on 
planning the next.  Consider using:
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Maximising results

Fully preparing speakers for using the platform.

Practice sessions – even the most experienced 
presenters need to be part of a dry run to ensure 
a glitch-free experience – and even the most 
experienced presenters may be unfamiliar with 
the technology associated with this.

Q & As, polls, surveys throughout.

Post Event Analysis.
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Sponsors and Exhibitors

Finding meaningful methods of delivering on a sponsor’s activation 
goals can appear to be harder with a virtual event, but there are 
solutions which you can consider:

Rotating ad banners which catch the eye of the 
audience to encourage them to visit sponsors’ 
and exhibitors’ online booths.

Meeting scheduling calendars in a prominent 
position on screen.

Click through tracking which gives data on the 
exhibitor/sponsors visited and how long the
visit lasted.

On demand content which attendees can revisit.

Sponsors co presenting a session or working with 
you to develop a full session.
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Evaluation and
Post Event Analytics

Virtual platforms offer robust and accurate measurement across many 
metrics – including some which face to face events don’t offer.
These include:

Individuals who registered

Individuals who attended

Most popular content

Content items viewed by each individual

Most/least popular booths

Public chat content



We are grateful for the 
generous support of
DLR Media in the
design of this guide


