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Early in the pandemic, most chapter meetings were remote; they’ve shifted to a hybrid format with 
in-person and virtual options. “We’ve got older members,” says Tim Conlon, a chapter president, “as 
well as younger members. Each has risk tolerances and family issues. We decided not to force  
members to take a position one way or the other.” 

Tim and his executive committee developed a repeatable format that provides engrossing  
experiences for both groups, integrating virtual attendees into the overall meeting and participating 
as if they were physically present. Here he shares some of their technology and audio-visual (AV) best 
practices (links are included for any of his preferred brands.) along with a few other helpful tips to 
improve sound and video quality and the experiences of all attendees. 

•  Pop up screen. To share a PowerPoint, show those in the remote audience, speakers,  
panelists participating remotely, etc. When they hold a social hour, they shift Zoom to Gallery 
View and spotlight individuals as they talk. 

Since early 2020, many organizations, have focused on connecting with members when many are 
choosing not to attend their events in person. 
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•  Projector.  Projecting from the laptop to the screen; regardless of attendees’ locations, they 
can see and be seen and hear presenters. Have a replacement bulb on hand, just in case. 
•  Laptop. It should be new enough to connect to multiple devices simultaneously. 
•  Inexpensive video camera. While it may be tempting to use the computer’s webcam, the 
difference in video quality can be noticeable. The chapter connects Tim’s personal high-definition 
camera to the laptop. Those on Zoom can see the presenters in the room, some of the audience 
and some of the big screen. 
•  Tripod. So they’re not relying on a person to hold the camera steady. 
•  External microphone or speakerphone. They place a Voice over IP (VOIP)- enabled Jabra 
speakerphone in the audience so that those in the room can be heard more clearly by the  
remote attendees and vice versa. And by putting a microphone on the presenters, their voices 
carry through the room and are picked up easily by the speakerphone. 
•  Appropriate cables & adaptors. Utilize an Ethernet cable and an extra-long, quality HDMI 
cable. Check the technical specifications for the equipment you’ll connect to, to ensure you have 
compatible cables with you. All laptops utilize 1/8 stereo outputs, so you’ll need a cable with a 
1/8 stereo output connector on one end and one of three audio input adaptor types on the  
other: ¼ phono, RCA split (mono) pairs and XLR. (Bring an extension cord and power strip, too.)

Many event spaces will have some of these items but having your own has its advantages; you’ll know 
how everything works together, which means you’ll be more comfortable using it and be able to  
quickly troubleshoot most problems as they arise. 

Tim’s other advice for effective hybrid meetings include:

Employ multiple supports and co-hosts. Choose an in-house moderator to move everyone through 
the event, and schedule others to operate everything behind the scenes. One person, for example, 
can bubble up questions and comments from the chat, while a tech-savvy individual ensures remote 
attendees get online and into any breakout sessions. Zoom and many other virtual platforms allow 
multiple co-hosts; have someone familiar with Zoom who isn’t the moderator operate the computer 
and manage the presentation. 

Take advantage of texting. Meeting organizers utilize text to keep meetings on track, move from 
one presenter to another and manage issues that arise. 
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Leave ample time for set-up. It takes Tim’s team 30 to 45 minutes to set up, from plugging in the 
Ethernet cable to logging into Zoom, doing a microphone and laptop check and checking the audio 
feed from the laptop. 

Have a checklist. Include everything that you need for: the equipment, reminders of connections, 
task responsibilities, order of completion, etc. 

Practice. Do a dry run or two to make sure you haven’t forgotten anything and get an idea of where 
things could go wrong (and how to react if they do). 

Provide a food option for virtual attendees. The chapter uses Grub Hub for delivery and provides  
a dinner credit to cover remote attendees, who order food and utilize that credit to pay. If an attendee 
spends more than is allotted, they pay the difference. 

There’s nothing worse than trying to pay attention to a remote presentation with weak audio, bad 
camera angles, and an unstable Internet connection. Pull together the right equipment and plan  
and set up your hybrid meeting correctly, and there’s a good chance your remote attendees will  
remember all you did for them. 
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