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Teleseminar Preparation Checklist 
 
 

Three Weeks Before 
 

 If recording the teleseminar for use in your affiliate support area, make arrangements with the 
recording company and test sound quality. 

 Estimate the number of dial-in listeners, and obtain a teleconference number with general listener 
pass code.  

 Obtain a special access code for the host and special guests. This allows you to mute listeners so 
background noise or interruptions are filtered out.  

 Set up an auto-responder so you can register affiliates, track their numbers, and send them 
reminder messages. 

 Compose and load reminder messages to be sent immediately and at two weeks, one week, two 
days, and one day before. Also plan to send a special email on the day of the teleseminar. 

 Determine topics and order of discussion/presentation. 
 Contact any potential special guests, interviewees, and backup attendees for availability. Be sure 

to confirm participation by telephone and in writing. 

 Finalize the date and time of the teleseminar. 
 

Two Weeks Before 
 

 Sketch out on paper the schedule of the call, indicating how many minutes you wish to allow for 
each participant and discussion item. Keep the entire call to about 45-50 minutes.  

 If using a recording service, confirm that a time slot is reserved for you on the appropriate date 
and that differences in time zones are correctly understood. 

 Announce the date, time, and topic of the teleseminar in your affiliate support center, newsletter, 
and blog. Spell out the time in all relevant time zones. If seats are limited, ask affiliates to 
register via the auto-responder. 

 Ask affiliates to submit questions via email or online form. Set up a special email address to 
collect email questions. 

 Draft questions and send them to interviewees or guests. Ask them to send you a bio so you can 
draft introductions. 

 Schedule a time to chat briefly on the telephone with guests/interviewees. 
 Send a reminder to affiliates who have signed up to attend. 
 Send an update to affiliates who have not yet signed up. 

 
One Week Before 
 

 Revise questions and topics and send to interviewees/guests. Be sure to add any questions that 
affiliates have submitted. 

 Draft your basic script: greeting, introductions, announcements, closing, thank yous.  
 Call interviewees and guests to see if they have received the topics/questions. Revise if needed. 
 Contact your substitute guests/interviewees if it appears you’ll need them. 
 Send a reminder to affiliates who have signed up. 

 Send an update to affiliates who have not yet signed up. 
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Two Days Before 
 Confirm that the interview will be recorded at the correct time. 
 Remind guests/interviewees of the date, time, telephone number and access code they will need 

to dial. Make sure everyone is clear on time zones. If you do not receive confirmation from them 
via email, call them. 

 Refine the draft and timing of your script and make any necessary modifications to introductions 
or announcements. 

 Send a reminder to affiliates who have signed up. 
 Send an update to affiliates who have not yet signed up. 

 
One day Before 

 If you haven’t received confirmation from your guests/interviewees, call them and/or arrange for 
substitutes. 

 Send a reminder to affiliates who have signed up. 
 Send an update to affiliates who have not yet signed up. 

 Rehearse the teleseminar. Time your introductions, announcements, questions, and closings to 
make sure you allow enough time for guest answers, as well as questions from affiliates.  

 
Teleseminar Day 
 

 Send final reminders to all affiliates who signed up. 
 Double-check recording and telephone number pass codes.  
 Organize any affiliate questions that were submitted, and make notes about your answers. 

 
Script Tips  

 Start by introducing yourself and thanking attendees. When introducing guests, thank them for being on 
the call, then describe their qualifications. Avoid long introductions. Instead, give your guest a moment 
to talk about his/her background and experience. 

 
 If the teleseminar is a question/answer session, lay some ground rules. Answer pre-submitted questions 

first, then open it up to follow up questions. If it’s a free-form session, limit questioners to 30 seconds, 
and let everyone know how much time is left at 10-15 minute intervals. 

 
 The best seminars flow like everyday conversation. To make an interview more conversational, keep 

questions short and open-ended (not simply yes/no). Have follow up questions prepared to keep things 
flowing. To keep affiliate question/answer sessions flowing, have listeners send questions in advance via 
email so you can organize them into a logical flow. 
 

 Don’t be afraid to ask guests or participants to clarify or expand if something they said isn’t clear. Keep 
a pen and paper handy to jot down ideas for follow up questions. Some guests will answer a question 
before you can ask it. Either ask them to expand, or move on to a new question.   

 
 Try to keep the call to about 45 minutes. When you contact guests/interviewees, tell them exactly how 

much time you have allocated for them. Send them questions in advance so they can prepare focused 
answers.  

 
 If a large number of affiliates are participating, have them submit questions via email to prevent the 

conversation from going off on a tangent. If you record question/answer calls, offer them to all 
affiliates. This way you can avoid repeating the same material in each call. 

 
 Leave time for guests/interviewees to mention key points that you may not have covered in your 

questions. If you don’t have time to cover all the questions from your affiliates, reserve them for a 
future call and be sure to schedule it for the near future. 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /TwCenMT-Condensed
    /TwCenMT-CondensedBold
    /TwCenMT-CondensedExtraBold
    /Verdana
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


