
 Technical requirements for recording your presentation 
and participating in the event

   Preparation

HARDWARE
Devices such as laptops with built-in camera are ideal 
as well as using earphones with built-in microphone or 
headset. The built-in microphone of a laptop can also 
be used as an alternative. Do not use loudspeakers 
and mobile devices and/or tablets that have no sturdy 
stands, as you have to constantly hold them in your 
hand.

You will be able to control your presentation remotely 
during recording. This can be difficult with a tablet and 
maybe a bit unfamiliar.

INTERNET
 ■  Every internet connection should be sufficient to 

ensure good connection. WIFI connections, which 
are known to be unstable, should be avoided.

 ■  If in doubt you could, for example, test the band-
width of your internet connection by the following 
link:  https://www.speedtest.net/ 

ENVIRONMENT
 ■  A quiet room is recommended. A note on the door 

helps to prevent from unwanted disruption during 
recording.  

 ■  Choose a neutral background as background for 
your camera picture. If possible avoid pictures or 
advertisements. 

 ■ Please avoid “virtual backgrounds”.
 ■  Choose a comfortable sitting position and set your 

camera image in such a way, so that your head and 
shoulder can be seen fully in the centre of the picture. 

 ■  Avoid the microphone being in contact with clothing.
 ■  Switch your smartphone to silent mode and turn off 

vibration, if possible.

BEFORE RECORDING
 ■  Have your presentation slides been uploaded to the 

pre-recording service provider 24 hours before the 
recording date?  

 ■  Did you receive your dial-in data and your time slot 
for the recording? Is the Zoom-App installed on your 
computer?

DURING RECORDING
 ■  Sway as little as possible with your upper body. 
 ■  Speak directly towards the microphone and look as 

often as possible into the camera.  
 ■ Do not touch your microphone. 
 ■  Speak clearly and a little more slowly than normal 

(presentation speed).
 ■  After the recording operator has made the 

introduction, wait a few seconds at the beginning 
of your presentation to put your mind at ease and 
then immediately start your presentation. 

 ■  Leave your presentation on the last slide and please 
avoid closing down your presentation. 

 ■  At the end of your presentation allow yourself a 
short break, before you inform the attending 
technician that your presentation is now finished.
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