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CENTER AUDIENCE EXPERIENCE

LEAD WITH EMPATHY
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BUDGET & BOOKING
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+ Virtual vs. in-person event

+ Length of event

+ Word count of resources

+ Number of slides

+ Number of languages

BUDGET IMPACTS

Having a well-scoped event will 
expedite your interpreter search 
and booking process.

Considerations include:
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+ Contract language

+ Lead time and quality

+ Agency outsourcing

+ Professional and liability insurance

BOOKING AN 
INTERPRETER

Be aware of legal and copyright 
statements in your agreement and 
allow time for the agency to 
produce high quality work.

Consider:
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EVENT PLANNING
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+ Promotional emails

+ Registration documents

+ Polls and surveys

+ Responses to attendee inquiries

COMMUNICATIONS

All attendee communications and 
event engagement should be 
available in both languages.

These include:
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+ Good sound quality

+ Slower pace

+ Minimal jargon and acronyms

+ Transcript submission

GREAT SPEAKER 
ATTRIBUTES

A successful speaker centers 
audience and interpreter 
experiences while being as clear 
and concise as possible.

They offer: 
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ANATOMY OF A GOOD BILINGUAL SLIDE
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+ General settings

+ Registration lists for planning

+ Breakout rooms

ZOOM 
CONSIDERATIONS

Zoom has great functionality for 
conducting inclusive and 
engaging virtual events.

Consider:
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RUN OF SHOW
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+ Interpreters

+ Tech Lead

+ Timekeeper

+ Chat Moderator

EVENT TEAM

Having team members who know 
their roles and responsibilities is key 
to a seamless execution.

Key roles include:
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EVENT GOES LIVE
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+ Roll call and sound check

+ Name pronunciations

+ Best practices

+ Support team introductions

PRE-EVENT HUDDLE

The pre-event huddle is an 
essential window of time to 
ground the team, answer 
questions, and give a pep talk.

Be sure to go over: 
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+ Interpreter experience

+ Audience experience

+ Jokes and sarcasm

+ Poems and music

DON’T BREAK 
THE ICE

When planning opening activities, 
be mindful of creating an 
equitable experience for everyone.

Consider:
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+ Keep an eye on the interpreter

+ Choose a signal to slow pace

+ Provide transcripts

+ Plan for tech issues

WE ARE LIVE!

During a bilingual event, the 
timekeeper and interpreter are 
especially important to a 
seamless experience.

Remember to: 
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HOUSEKEEPING
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POST-EVENT
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+ Transcript edits

+ Recording edits

+ Surveys

+ Emails

WHAT’S NEXT?
Use an application that 
accurately captures transcripts. 

Consider your team’s capacity to 
do post-event engagement with 
non-English speakers.

Post-event tasks include: 
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Q&A
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+ Any initial questions or 
comments?

+ Is there any additional content 
that you would like to see?

+ What else should we include on 
the Tip Sheet?

Q&A
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THANK YOU
Please feel free to reach out: 

Presentation Content
Kussy Mackenzie

kmackenzie@healthleadsusa.org

Interpretation & Translation Services
Javier Morrone

lexlingua@outlook.com
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