User Livestream Checklist
· Date, Time and Location of event.

· CSE Livestream web address:   www.doi.gov/events
· To set up your Livestream page, provide a thumbnail photo or graphic that represents your event.  Dimensions of the thumbnail should be no more than 130 pixels wide by 195 pixels tall. (You can contact OFAS, CCS on 202-208-6725 to setup livestream icon, at a cost of $20).

· Brief description of your event for the webpage.
· Provide your PowerPoint slide presentation as a .PDF file via Google drive at least a day prior to your event.  If your powerpoint presentation does not fit on Google Drive then bring it on a thumb drive the day of the meeting or event.  Please ensure your thumb drive is formatted for PC and not Mac.
· If using web chat during your Livestream, please have a staff member available to monitor the chat and repeat questions and comments if needed.  We will provide a microphone for that person.
· To meet 508 Compliance, closed captioning is required for your meeting or event.  Cost is $200 per hour (using an external vendor).
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