Live Streaming Setup
Guide

Step 1: Planning

Define the purpose and goals for the live stream. Establish the target
audience, the core message, and the desired outcome of the session.

Step 2: Preparation

Select appropriate streaming platform(s) based on audience and
access. Choose a suitable date and time, considering time zones for a
wide audience. Prepare event registration or landing pages, if
applicable.

Step 3: Equipment Check

Ensure you have all necessary equipment including camera(s),
microphone(s), lighting, and stable internet connection. Perform a
technical run-through to ensure equipment is functioning correctly.

Step 4: Content Creation

Develop the content and structure of your live stream, including key
talking points, multimedia presentations, and any guest appearances.
Also script any introductions or conclusions to the stream.



Step 5: Promotion

Advertise your live stream through applicable channels: social media,
email newsletters, website announcements, or paid advertising.
Provide clear instructions on how viewers can join the stream.

Step 6: Rehearsal

Do a full rehearsal of the live stream, practicing the flow of content
and using the streaming equipment setup to uncover any potential
issues.

Step 7: Engagement Strategy

Plan how to keep your audience engaged during the live stream.
Prepare interactive elements like Q&A sessions, polls, or live chats.
Expect and prepare for technical questions from the audience.

Step 8: Streaming

Go live on your chosen platform following your structured plan.
Monitor the stream's quality and interact with viewers through
planned engagement strategies to maintain interest.

Step 9: Follow-Up

After the stream ends, reach out to attendees with a follow-up thank
you message, additional resources, and a call to action if applicable.
Gather feedback through surveys or comments to improve future
streams.



General Notes

Backup Plan

Always have a backup plan for key equipment and streaming platform
to handle any unforeseen technical issues.

Stream Accessibility

Consider providing closed captioning and transcripts post-event to
make your content accessible to a wider audience.

Analytics

Utilize available analytics tools to measure the success of the stream
against your established goals. Analyze metrics like viewer count,
engagement rate, and watch time.
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