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WEB SUMMIT SPEAKER GUIDELINES 

We are so excited you are going to be on our web summit! You have been recognized as an expert in 
your field! We are looking forward to hearing your presentation and learning more from you. On this 
summit, we have a wide variety of presenters! We will have presenters who have never done a web 
summit before, as well as those who are experts at web summits. Don’t worry! Our  job is to make you 
look amazing and highlight your expertise for our audience! 

This Guideline is designed to help you through some of the technical and logistical pieces of a web 
summit. Please read through it carefully to make sure you are as comfortable as possible. 

 

Your Technology Requirements for the Summit 
Internet connection: 

At the highest priority level, you must have a very good internet connection! This can be tested by going 
to http://www.speedtest.net/ Click on “Begin Test” which appears on the Laptop graphic in the middle 
of the page. There are a lot of other buttons. Disregard all of them! Ideally, you are looking for a 
download speed of at least 25mb and upload of at least 5.5 mb+. Please make sure your internet 
connection is at this level or higher. If it’s not, our Web Summit Host will appear clear in your webinar, 
but you may not. Our goal is for you to look as good as possible, so this is key. 

Zoom: 

If you haven't ever used Zoom, either at all or successfully, you may want to do a few test calls before 
our meeting. Key items to practice mute and unmute, turning the video on and off, sharing and 
unsharing the screen and using the chat. 

Your web camera: 

Our interviews will be on camera, so you will need a good quality webcam, and preferably a high-quality 
one. The Logitec C920 is the one our staff uses. It is a very reasonable option and can be picked up on 
Amazon: https://amzn.to/2WfM9M8 

Be camera ready: 

Please be “Camera Ready” for all our calls, hair, outfits and make-up. Solid, bright colors work well on 
camera. 

The Rehearsal Call: 
Several weeks before the summit we will hold a rehearsal zoom call. This will be on Zoom and recorded. 
You will give your full presentation, so please be camera ready. This will give our Web Summit Host  a 
chance to get familiar with the material you will be presenting so she can support you during the live 
call. It also is our back-up so if for any reason technology fails at the time of your presentation, the 
rehearsal will go up instead. Also during this call we will finalize your gifts or downloadables that you 
may provide to guests if you so choose.  

The Day Of the Web Summit: 
Right before the presentation: 

The login for the webinar will be sent to you from our technology provider, via email. You will log into 
the webinar between 5-10 minutes prior to the start of your call. 
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Please do not login early - you may disrupt another webinar in process. Also, please do not log in late - 
you may lose your opportunity to present live. If you are not in the room on time, we will play your 
recording. You and our Web Summit Host  will have a few minutes in a “green room” where participants 
will not be able to see you for a few minutes before you go live. At the time of the webinar, our Web 
Summit Host will start the webinar, and introduce you. 

During the presentation: 
The webinar is a hard-stop at 40 minutes including the intro, your presentation or interview, and Q&A. 
We recommend 22-25 minutes of content. You can offer a freebie to attendees; a downloadable, gift, 
etc. You may invite them to connect with your product, but there is no "hard core pitching" allowed. All 
presentations will be interview style. You are welcome to provide questions for our Web Summit Host  
to reference. During your live presentation, the Web Summit Host  will monitor the chat and coordinate 
any questions. You do not need to (and should not) get distracted by the chat at all. Web Summit Host  
will support you and collaborate with you. We strongly encourage audience participation during the 
event. 

We are excited to have you as a speaker. You have been selected because of the value you offer to our 
audience. We look forward to having you speak as an expert on this exciting event! 

If you have any questions, please email: Support@ERFSummit.com 


