Recording Tips:
1. Prepare and Rehearse:
e Fully prepare your content before recording.
o Rehearse your presentation to ensure a smooth delivery.
2. Script or Outline:
e Create a script or outline to guide you through the presentation.
e Highlight key points and transitions.
3. Speak Clearly and Slowly:
e Enunciate your words clearly to enhance understanding.
e Speak at a moderate pace to maintain audience engagement.
4. Engage Your Audience:
e Eventhoughit's prerecorded, speak directly to the audience.
e Encourage interaction by prompting viewers to leave comments or questions.
5. Visual Aids:
e Usevisually appealing slides with concise content.
e Ensure graphics, charts, and text are clear and easy to read.
6. Consider Background and Lighting:
e Choose aclean and professional background.
e Ensure good lighting on your face to enhance visibility.
7. Quality Recording Equipment:
e Use a high-quality microphone for clear audio.

e Consider using a dedicated webcam or a high-resolution camera for better video
quality.

8. Control the Environment:
e Recordin aquiet space to minimize background noise.
¢ Eliminate potential distractions in the recording environment.
9. Take Breaks:
e If your presentation is lengthy, take short breaks to maintain energy and focus.

e Edit out breaks during the post-production phase.
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Test Equipment Before Recording:
e Conduct atest recording to check audio, video, and overall setup.

e Address any technicalissues before starting the actual recording.

. Editing:

e Plan for post-production editing if needed.

o Edit out any mistakes, pauses, orirrelevant content for a polished final product.
Follow Technical Guidelines:

o Adhere to any technical specifications provided by the event organizer.

e Confirm the preferred file format and resolution for submission.
Storage and Accessibility:

o Ensure you have enough storage space for the recording.

e Share the recording using a platform that suits your audience and event
requirements.

Test Playback:
o Playback your recording to ensure everything looks and sounds as expected.
o Make any final adjustments before submitting.

Stay Natural:
e Eventhoughit's prerecorded, aim for a conversational and authentic tone.

e Connect with your audience as if you were presenting live.

By following these tips, you can create a prerecorded presentation that is engaging, professional,
and seamlessly integrates into your virtual event.



