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BIA Toolkit: How To Host Successful BIA Virtual Events 
Step By Step 

 
This project by the Riverside BIA was made possible  

thanks to the BIA Innovation Fund of the City of Toronto. 
 

STEP 1 – PLANNING 
 
Summary: Assemble your Team; Brainstorm virtual event content; book event date and time; decide on 
event hosting and registration platform(s); create a work back plan; hire talent and technicians; set KPIs 
(Note: this toolkit is based on Zoom event hosting and Eventbrite registration/ticketing platforms): 

• Access the step-by-step Virtual BIA Event Planning Guide  
• Check out our handy Planning Checklist 

 
STEP 2 – CONTENT & MEDIA CREATION  
 
Create your key event visuals and promotional content; devise a detailed event rundown, storyboards and 
scripts; prepare all pre-recorded content.  

• Access the step-by-step Virtual Event Content Creation Guide 
• Create key virtual event visuals, examples below: 

 

       
 
 

• Detailed Virtual Event Rundown: find a sample rundown here 
• Prepare any needed scripts for hosts, entertainers or other key folks. Example script here 
• Create pre-recorded content: find an example intro video here and a sample outro video here. See 

event segment examples here and here, and visit our YouTube channel to view all virtual event 
videos. 

• Create promotional content and communications: see below for sample promotional content 
including registration page (Eventbrite) and registrant email communications: 

 
o BIA Website-based promotional content examples here and here 
o Eventbrite registration page example: 

http://www.riverside-to.com/wp-content/uploads/2020/12/1-BIAToolkit-VirtualEvent-Planning-Guide.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/BIAToolkit-VirtualEvent-PlanningChecklistSample.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/2-BIAToolkit-VirtualEvent-Content-Creation-Guide.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/BIAToolkit-VirtualEvent-SampleRundown-Riverside-Eats.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/BIAToolkit-VirtualEvent-Sample-ScriptandCredits-RiversideEats.pdf
https://youtu.be/8cWrypPUUrM
https://youtu.be/-o2zmCwHW1g
https://youtu.be/9OZY9NydJ7M
https://youtu.be/NAERm8TZ1JU
https://www.youtube.com/channel/UC6ApqWrzmu_TaGav9S93QjQ
http://www.riverside-to.com/riverside-antler-breakfast/
http://www.riverside-to.com/event/riverside-eats-virtually-an-evening-with-local-chefs-for-a-good-cause/
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o Registrant/attendee communication examples: 
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STEP 3 - MARKETING & PROMOTION 
 
Launch social media campaigns, advertising and listings; leverage your networks; communicate with event 
attendees: 

• Access our step-by-step Virtual Events Promotion Guide for instructions, tips and samples 
 
STEP 4 – TEST AND RUN THE VIRTUAL EVENT 
 
Confirm your event execution support team; perform a test run and review best practices/ contingency 
plans... host your virtual event!: 

• Access our step-by-step Virtual Event Execution Guide to learn how to test run and execute your 
event 

 
STEP 5 – POST EVENT WRAP-UP/LESSONS LEARNED 
 
Communicate the results to your team/attendees and share public event video, perform a post-event 
evaluation/lessons learned: 

• Access our step-by-step Virtual Events Wrap Up & Lessons Learned Guide 
• Communicate event results: see sample posts of public event wrap up messaging here and here 
• Publicly post virtual event videos: All Riverside virtual event videos are posted publicly on our 

YouTube Channel - find links to them below: 
Riverside Eats Virtually  
Virtual Riverside HOWL-O-WEEN 
Riverside Virtual Public Art Tour  
Virtual Riverside Antler Breakfast  

• Share a post-event thank you with your attendees: Sample follows: 

 
 
 
 
 
 
 

http://www.riverside-to.com/wp-content/uploads/2020/12/3-BIAToolkit-Virtual-Event-Promotion-Guide.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/4-BIAToolkit-Virtual-Event-Execution-Guide.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/5-BIAToolkit-Virtual-Event-Wrap-Up.pdf
http://www.riverside-to.com/wp-content/uploads/2020/12/BIAToolkit-VirtualEvent-WrapUpMsgSample.pdf
http://www.riverside-to.com/thats-a-wrap-for-the-9th-annual-riverside-antler-breakfast/
https://youtu.be/Eg6hzQv8wnM
https://youtu.be/cV2FrcMCZM0
https://youtu.be/53Fu5ZqyiFg
https://youtu.be/-E1YAgeEfFI
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ADDITIONAL RESOURCES FOR VIRTUAL EVENTS: 
 
Talent/ contractors we hired for our virtual events – contact details: 

 
1- Creative/ graphic design: 

George Conidis 
www.geocdesign.com  
georgeconidis@gmail.com  
416.839.1242 
 

2- Online technical support: 
Guillermo Subauste  
guillermodezoq@gmail.com  
 

3- Event host: 
Lars Classington 
Laughing Vikings 
lol@laughingvikings.com 
 

4- Marketing Specialist (marketplace and virtual events): 
Mona Abou Swaid 
mona.abou.swaid@gmail.com  
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