
Hybrid Virtual Event Planning Checklist for Businesses
Efficient hybrid virtual event planning ensures seamless integration of in-person and online experiences for businesses. This checklist highlights
essential steps including technology setup, audience engagement strategies, and contingency planning. Proper preparation enhances attendee
satisfaction and maximizes event impact.

Checklist
Define Event Objectives

Identify goals and target audience
Clarify key messages and outcomes

Budget Planning
Estimate costs for venue, technology, and staff
Allocate funds for marketing and contingency

Venue & Platform Selection
Choose an accessible physical venue
Select a reliable virtual event platform
Verify technical infrastructure (Wi-Fi, audio/visual equipment)

Technology Setup
Test live streaming capabilities
Setup cameras, microphones, and backup devices
Ensure seamless integration between on-site and online platforms

Registration & Communication
Create an event registration page
Send confirmation, reminders, and access instructions

Audience Engagement
Plan interactive sessions (Q&A, polls, breakout rooms)
Assign moderators for both audiences
Provide networking opportunities

Speaker & Staff Coordination
Brief speakers on technical requirements
Assign roles to event staff
Schedule dry runs and rehearsals

Contingency Planning
Prepare backup equipment and internet solutions
Develop protocols for technical difficulties
Assign contacts for troubleshooting

Follow-up & Feedback
Send post-event surveys to all attendees
Analyze feedback for future improvements
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