Educational webinar planning timeline
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Here is an at-a-glance timeline of the administrative HBA virtual event (webinar) setup process. The full process can be found

here.
8+ weeks 6-8 weeks 4-6 weeks 2-4 weeks 1 week Day of webinar Post-webinar
before webinar before webinar before webinar before webinar before webinar wrap-up
il d

Initial planning/ : Set up webinar Macketingan Hold webinar

Request webinar . R pre-webinar Send webinar
conceptualization 5 for registration . Don't forget to

date/time and preparations . . recording link to
Consult and update Webinars set up less " Technical record and remind

| await HBA staff > Work with marketing > > . s events@hbanet.org

globdlealendaro approval within two thign foureeks team to create rehearsal re'g:trams * :_p 4 and thank your
avoid potential businessdays before webinar will collateral/promote to the post-webinar —
conflicts not be permitted webinar Survey:

Relevant links:

Global planning calendar - plans for every region, chapter, and component for the upcoming year
Virtual educational programming calendar - virtual educational events already scheduled

HBA webinar scheduler - tool to request and secure the date/time of your upcoming educational event (Calendly)
Zoom tech support tips - tips for hosting events in a virtual setting



https://hbavolunteer.knowledgeowl.com/help/virtual-programming#virtual-educational-event-setup
http://hbavolunteer.knowledgeowl.com/help/programming-how-to-open-an-event-for-registration
https://docs.google.com/spreadsheets/d/16giX78S0eQfN6_FZa08bXxcp0U9uxzM6x0cSEpdM_HE/edit#gid=75332423
https://airtable.com/invite/l?inviteId=inv16v6CCHYNyy6nr&inviteToken=b18de99aaaeb4aa6bf639a02e6bde993eab9c1881a435bc6350787a40e08112a&utm_source=email
https://hbavolunteer.knowledgeowl.com/help/virtual-programming-calendar
https://calendly.com/hbawebinars/60min?month=2021-03
https://calendly.com/hbawebinars/60min?month=2021-03
http://hbavolunteer.knowledgeowl.com/help/zoom-tech-support-tips

