
Technical Checklist

Hardware – at home

❑ Have you got your laptop?

❑ Does your laptop function correctly?

❑ Are the updates paused  or already installed? 

❑ Does your laptop have a fully charged battery? 

❑ Doesn't your laptop go on sleep mode too fast?

❑ Do you have your remote control with you?

❑ Does the remote control work? 

❑ Are there spare batteries for the remote control?

❑ Have you checked all the cables?

❑ ………………………………………………………………………………………………………………………………………….

Hardware – on location

❑ Does the connection to the projector work?

❑ Is the resolution of the monitor or projector the right one?

❑ Is the ratio of your images okay? 

❑ Are the colors showing like you expected ?

❑ ………………………………………………………………………………………………………………………………………….

Software – at home

❑ Do you have the latest version of your presentation program installed?

❑ Do you have all the necessary programs installed on your laptop?

❑ ………………………………………………………………………………………………………………………………………….

Software of your own laptop – on location

❑ Has your laptop been restarted instead starting it up from sleep mode? 

❑ Is the screen saver off?

❑ Are all other programs besides your presentation program closed?

❑ Do all videos work?

❑ ………………………………………………………………………………………………………………………………………….

Software transfer presentation – on location

❑ Does the external computer run on the same version of the presentation program?

❑ Do all videos work?

❑ Are the fonts the same?

❑ Are all images showing?

❑ ………………………………………………………………………………………………………………………………………….
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Technical Checklist

General – at home

❑ Do you want to bring a projector (possibly as a spare, including cord and cable)?

❑ Do you have all cables and additional adapters?

❑ Is it possible to carry a microphone transmitter with you (clothing suitable/pocket)?

❑ Have you planned enough time to prepare everything on location?

❑ Do you have plan B ready if technology doesn't work?

❑ Do you have a current backup of your presentation on USB?

❑ Do you have a current backup in the cloud that you can access with your smartphone or tablet?

❑ Are there enough handouts printed out?

❑ Do you have your business cards with you?

❑ ………………………………………………………………………………………………………………………………………….

General – on location

❑ Have you determined the location walking space so that you don't cast shadows on the screen?

❑ Does the WiFi or the mobile connection work?

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….

❑ ………………………………………………………………………………………………………………………………………….
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