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Conference Technology Checklist
Use this checklist to plan AV, Wi-Fi, hybrid meeting technology and technical support for business events.
Event Details
	Event name
________________________
	Date
________________________
	Venue / city
________________________
	Room setup
________________________

	Start / finish
________________________
	Attendee numbers
________________________
	Presenter/s
________________________
	Hybrid required?
________________________


1. Event Format and Presenter Requirements
	Done
	Technology item
	Notes / owner

	☐
	Confirm event format: conference, seminar, training, workshop, board meeting or hybrid event.
	

	☐
	Confirm presenter requirements: laptop, slides, video, audio playback, clicker, lectern or whiteboard.
	

	☐
	Confirm number of presenters, presentation order and changeover timing.
	

	☐
	Collect presentation files or confirm laptop connection requirements in advance.
	

	☐
	Check whether delegates need tables for laptops, notebooks, workbooks or activities.
	


2. Room AV and Presentation Setup
	Done
	Technology item
	Notes / owner

	☐
	Confirm screen size, screen position and sightlines from all seats.
	

	☐
	Check projector, LCD screen or display is suitable for the room size and layout.
	

	☐
	Confirm laptop connection type, such as HDMI or USB-C, and arrange adaptors if needed.
	

	☐
	Confirm speakers for videos, music or audio playback.
	

	☐
	Arrange microphones if required: handheld, lapel, lectern, roving or panel microphones.
	

	☐
	Test presentation clicker, slide control and confidence monitor if required.
	


3. Wi-Fi, Internet and Digital Tools
	Done
	Technology item
	Notes / owner

	☐
	Confirm reliable Wi-Fi for presenters and delegates.
	

	☐
	Check whether delegates need access to online platforms, apps, polling tools or shared documents.
	

	☐
	Confirm Wi-Fi network name and password for delegate instructions.
	

	☐
	Check VPN access, corporate security settings or firewall restrictions if relevant.
	

	☐
	Prepare QR codes or links for surveys, polls, downloads and event resources.
	


4. Hybrid Meeting and Virtual Attendance
	Done
	Technology item
	Notes / owner

	☐
	Confirm platform: Zoom, Microsoft Teams, Webex or another system.
	

	☐
	Confirm cameras, room microphones and speaker audio for remote participants.
	

	☐
	Assign a moderator to manage chat, Q&A, waiting room and remote questions.
	

	☐
	Send joining instructions, links and dial-in details before the event.
	

	☐
	Test hybrid setup with presenters before delegates arrive.
	

	☐
	Confirm whether the session will be recorded and collect permissions if required.
	


5. Event-Day Technical Support and Risk Management
	Done
	Technology item
	Notes / owner

	☐
	Schedule an AV check before registration or attendee arrival.
	

	☐
	Confirm onsite technical support contact and escalation process.
	

	☐
	Prepare backup slides on USB or cloud storage.
	

	☐
	Have spare cables, adaptors, batteries and charger options available where possible.
	

	☐
	Confirm lighting, blinds, room temperature and presenter position.
	

	☐
	Review the run sheet with venue staff, presenters and event organiser.
	


6. Post-Event Technology Tasks
	Done
	Technology item
	Notes / owner

	☐
	Save or distribute recording files if applicable.
	

	☐
	Collect attendance reports, poll results or chat transcripts where required.
	

	☐
	Send post-event survey or feedback link.
	

	☐
	Review AV, Wi-Fi and hybrid performance for future improvements.
	

	☐
	Record any technology issues and update future event planning notes.
	


Planning Notes
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