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CHECKLIST LIVE VIDEO CONFERENCE / MEETING / PRESENTATION / INTERVIEW 
TACTIC / TO DO / 

SPECIAL 
CONSIDERATIONS 

DETAILED ACTION ITEMS 

Video  ☐ If using webcam, ensure settings are at least 24 FPS. For most operating 
systems, this can be found under Settings / Camera / Settings / Video Quality.  
☐ Hardwire to router, if possible. Have hotspot backup ready. 
☐ If using tablet or phone, ensure it is stabilized on a tripod. 

Audio 
 

☐ Use Air pods, if available, for the most direct audio. 
☐ If using earbuds, tuck in the cord. 
☐ If in a room with a lot of echo (tile floor / high ceilings), consider moving an area 
rug to help absorb the sound 
☐  Test the audio with your audience / interviewer. 

Background  ☐ Consider standing if that posture is more comfortable when commanding control. 
Build your background around your desired position. 
☐ Set up in a neutral place, with nothing distracting behind you. Foliage and simple 
artwork make a warm setting. Keep in mind, whatever is in view, people are tying it 
to their perception of you. 
☐ When possible, avoid setting up right up against a wall, instead some separation 
offers nice depth of field. 

Lighting  
 

☐ Avoid sitting up with a window to your back. Instead, try and let the natural 
window light you.  
☐ You can bring in lamps from other rooms and remove the shade to boost any 
lighting. 
☐ A ring light is a great investment. We recommend the Dracast Halo light and 
stand used by professional productions, including The Oprah Winfrey Network. 

Check angle 
 

☐ You want the camera coming in at eye level. Avoid anything lower than that, as it 
is not flattering. It can be slightly above, but not too much.  
☐ You should be visible and in the center of the frame from breastbone up. Watch 
the headroom – there should be a maximum of 1.5” above you on screen. 
☐ If using a laptop, piling books underneath to achieve desired height is a great 
option. 

Wardrobe 
 

☐ Solid, bright colors (women: nice blouse / men: button down shirt, suit if 
appropriate). 
☐ Avoid distracting patterns, stripes, or loud jewelry. 

Makeup 
 

Men 
☐ Applying a matte powder to entire face and neck helps eliminate / reduce shine 
(makeup wipes can be kept in your desk) 
Women 
☐ Concealer 
☐ Full foundation coverage, matte powder on top layer to eliminate shine 
☐ Lipstick (when using a brighter color, make sure to test how it looks on-camera) 
☐ Eyeliner (if already part of your repertoire, no need to add in) 
☐ Eyeshadow (stick with neutral tones) 
☐ Mascara 

https://www.amazon.com/Dracast-Bi-Color-Light-Black-DRRNG180B/dp/B07B42NP9P/ref=sr_1_2?dchild=1&keywords=dracast+halo+bi-&qid=1595858324&sr=8-2
https://www.amazon.com/dp/B007FW1D16/ref=sr_1_7?dchild=1&keywords=dracast+light+stand&qid=1595858364&sr=8-7
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Camera Presence / 
Delivery 

☐ Look straight at the camera – view it as path to your audience, virtual eye contact. 
If helpful, place a picture near the camera to remind you to make eye contact. 
☐ Avoid looking down, away from screen - print out slides if giving presentation, and 
place near you. If unavoidable (i.e. taking notes), tell audience why you are looking 
away. 
☐ Be mindful of facial expressions 
 Active eyes 
 Smile, serious where appropriate 
 Use natural hand gestures – if you talk with your hands, do it! 
☐ Posture 
 Power pose: take up space on the screen, watch your shoulders - do not hunch 
 Keep energy levels up 
☐ Utilize the Four Ps 
 Pace: Slow down for key points. 
 Pitch: Inflection should mirror your tone. 
 Projection: Have a commanding tone yet pull back for key points. It is an audio 

cue for your viewers to focus. 
 Pause: Take the time to gather your thoughts for a flawless delivery. Avoid filling 

any space with fillers (“um, ah, so”). Silence = confidence. 
Environment ☐ Mute cell phone and other devices – or even move to another room to avoid 

distractions. 
☐ Unhook or silence any landlines or office phones. 
☐ Close out of email program and disable any notifications on desktop or devices.  
☐ Close out of instant messaging platforms and disable any notifications on desktop 
or devices.  
☐ Close any windows.  
☐ Consider HVAC and other household noises. 
☐ Alert family members and others that they should not interrupt. 
☐ Put any pets in another room. 
☐ Put on a note on front door / doorbell for potential deliveries / solicitors. 
☐ Disable notifications that come to devices. 


