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Microsoft Teams is already the hub for how

your organization communicates and

collaborates every day. Beyond chat and

meetings, it also serves as a natural home for

hosting virtual events. But when you’re talking

about events with hundreds or even

thousands of attendees, multiple presenters,

and global visibility, the demands can quickly

outpace what Teams alone or your internal

team can manage. 

Success with large-format events takes more

than sending a meeting invite and clicking,

“start.” It calls for careful planning, a clear

view of what Teams can and can’t do on its

own, strong security practices, and ways to

keep your audience engaged from start to

finish. 

We’ve designed this toolkit to help you get

there. Inside, you’ll find practical frameworks

for planning and executing large-scale virtual

events, webinars, and Town Halls in Teams,

tips for measuring outcomes, and guidance on

when it makes the most sense to bring in an

experienced partner. 



INTRO: SCALING VIRTUAL EVENTS
IN MICROSOFT TEAMS

www.eventbuilder.rocks

Virtual events are now a standard part of how organizations connect with

employees, customers, partners, and prospects. They’re no longer an

occasional experiment; they’re a core strategy for marketing, training,

internal communication, and executive visibility. And since Microsoft Teams

is already where daily work happens, it makes sense to use it as the

foundation for these events.

But what exactly makes an event “large” in Teams, and why does it matter?

It’s not only about headcount, although that does play a role. Large-scale

events often include:

High Attendance: Hundreds or even thousands of participants.

Complex Agendas: Multi-session or multi-track formats, diverse speakers,

and global audiences spread across time zones.

High Stakes: From product launches to executive town halls, investor

updates, or marketing webinar where outcomes matter.

External Reach: Engaging customers, prospects, or the public beyond

your internal team.

Special Requirements: Stronger security, customized registration,

detailed analytics for ROI, accessibility features like captioning and ASL,

and advanced branding. 

Teams provides the foundation, but pulling off events at this scale requires

more than setting up a meeting link. Here’s where format choice matters:

Webinars are best for structured sessions where interactivity is important,

while Town Halls are designed for large-scale, one-to-many broadcasts with

production-level control. Understanding these options up front helps you

align event goals with the right delivery method.
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Before you start planning, it helps to know exactly what tools Microsoft

Teams gives you for hosting events. Each option is built for a different type

of experience, and choosing the right one will save you time and frustration

later. 

Teams Meetings
Best for smaller, interactive sessions where many people may need to

speak. 

Features include screen sharing, chat, whiteboarding, breakout rooms,

and basic polls. 

Ideal for collaborative workshops or internal sessions that involve a high

level of participation. 

Capacity is license-dependent and less suited for broadcast-style

events.

Teams Webinars
Designed for structured presentations with clear presenter and attendee

roles. 

Includes registration pages with basic customizations, attendee

management, moderated Q&A, polls, and reporting.

Now offers branded event pages, short presenter bios, and improved

reporting with Teams Premium.

Supports up to active 1,000 attendees, with additional capacity

available through View-Only mode

A strong choice for marketing events, external training, or structured

sessions where audience interaction matters.
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Teams Town Halls 
(Successor to Teams Live Events)

Built for large-scale, one-to-many broadcasts. 

Supports large audiences up to 10,000 (20,000 with advanced licensing).

Includes producer controls for what attendees see, structured Q&A,

external encoder integration (RMTP-in) and enterprise-grade streaming.

Allows for simulated-live sessions, making it easier to support global time zones.

Best for executive broadcasts, company-wide all hands, investor updates,

or other high-visibility announcements.

Key Built-In Capabilities Across Formats:

Familiar interface for presenters and attendees.

Native Microsoft 365 integration with Outlook, SharePoint, and OneDrive.

Interactivity through chat, polls, reactions, and structured Q&A (depending

on format).

Recording and Transcription available for easy playback and reference.

Accessibility with live captions and transcription.

Security backed by Microsoft 365's core security framework.

With these tools, you already have a strong foundation inside Teams. The next

step is understanding how to apply them strategically to your event type and

audience.

Quick Decision Guide:
Use Meetings for collaborative sessions

Use Webinars for structured, interactive presentations

Use Town Halls for large broadcasts with production control
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Running a large event in Microsoft Teams takes more than scheduling a meeting.

To deliver a smooth experience for both presenters and attendees, you’ll need to

plan ahead for these common challenges:

Scalability and Reliability

The Challenge: Delivering a stable, high-quality stream for thousands of

people, managing peak join times, and keeping multi-session schedules

running smoothly.

What to Consider: Picking the right format! Town Halls are typically best for

scale, and has the benefit of leveraging Microsoft’s enterprise CDN streaming

backbone, supporting tens of thousands globally. Be sure to test your

infrastructure if using external encoders (RMTP, etc.).

Registration and Attendee Management

The Challenge: Teams’ native registration can be too basic for complex or

global events. It may not support custom questions, approval workflows,

multiple languages, or advanced branding. Sending communications to

thousands of registrants also requires automation.

What to Consider: Decide if the built-in Teams Webinar registration meets your

needs. We should note that presently, Teams Town Hall doesn’t include native

registration. A secure external solution—such as EventBuilder’s—provides the

advanced workflows, branding, and automation needed for enterprise-scale

events, all while keeping Teams at the core. 



Engagement at Scale

The Challenge: Keeping thousands of attendees engaged and preventing chat

or Q&A from becoming overwhelming. 

What to Consider: Plan interactions intentionally, particularly in the case of

larger Teams Webinars. Assign moderators to manage questions so presenters

can stay focused. Teams Town Halls are more structured—Q&A is moderated

and attendee views are controlled for a polished experience. Assign skilled

moderators to manage questions. 

Production Quality and Branding

The Challenge: Avoiding the “just another Teams meeting” impression. Audio,

video, transitions, and visuals/branding all need to feel professional.

What to Consider: Teams Webinars allow for branded event pages (with Teams

Premium). For Town Halls, use Teams presenter modes, conduct speaker tech

checks, and prepare branded opening and closing slides. For high-visibility

events, consider professional production support.
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Security & Compliance

The Challenge: Protecting sensitive content, ensuring

only approved attendees join, and meeting compliance

standards like GDPR and HIPAA. Large events generate

large datasets, making privacy management critical.

What to Consider: Use Teams options like lobby

settings, role assignments, and Microsoft 365

sensitivity labels. For regulated industries, consider

services that offer event-specific access controls,

certifications, and compliance expertise. 



Technical Support

The Challenge: Presenters and attendees will need help, often in real time.

This is especially true when events scale across geographies and device types.

What to Consider: Provide clear troubleshooting guidance in advance and staff

a dedicated support channel during the event. For Teams Webinars, ensure

moderators manage polls and Q&A volume. With Town Halls, assign producers

to manage feeds, moderators to curate Q&A, and support staff to handle live

troubleshooting.

Analytics and ROI Measurement

The Challenge: Native reporting only goes so far. Attendance numbers alone

don’t show whether the event drove business results.

What to Consider: Teams Webinars can track attendee engagement, join/leave

times, and Q&A activity. Town Halls provide Q&A transcripts, attendance data.

Define success metrics before the event. Use platforms that can track deeper

engagement—like poll responses or session views—and connect that data to a

CRM or BI tools for measurable ROI.
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Large events succeed when there’s a clear plan in

place. Every detail matters, including objectives,

audience, content, technology, and roles. Here’s

a framework you can use to structure your

planning process

Define Objectives and KPIs

Be specific about what success looks like. Examples: generate a set number of

leads, certify employees on compliance training, or achieve a satisfaction

score from attendees.

Know Your Audience

Identify who they are, where they’re located, and what devices or networks

they’ll use.

Understand their expectations: What information do they need? How do they

prefer to engage?

Segment your audience if necessary so you can tailor communication and

content.

Choose the Right Teams Format

Match the format to the event goals. Teams Webinars support interactive, mid-

sized events, and Town Halls support large-scale broadcasts with high

production value. 

Understand the strengths and limits of each before locking in your choice.
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Build a Content and Engagement Strategy

Create a clear agenda with defined session types.

Plan interaction points like polls or Q&A breaks.

Prepare presenters on both content delivery and technical setup.

Include accessibility features such as captions and supporting materials.

Assign moderators to publish curated questions in larger, Town Hall events.

Develop a Technical Plan

Double-check Teams settings and registration setup.

Plan for audio/visual needs, especially for hybrid or high-production events.

Run tech checks with presenters in advance.

Build contingency plans for common issues like internet dropouts or platform

hiccups.

Outline the Communication Plan

Schedule reminders and joining instructions before the event.

Prepare announcements to be shared during the event.

Plan post-event communication, including access to recordings and surveys.



STRATEGIC PLANNING
FRAMEWORK

www.eventbuilder.rocks

Assign Roles and Responsibilities

Clarity is critical when many moving parts are involved. Assign leads for:

Overall event management

Producer/director to manage the broadcast feed

Speaker and content coordination

Technical production (streaming, transitions, video playback)

Moderation (Q&A, chat)

Attendee support

Registration management

Post-event reporting

A well-structured plan reduces stress, prevents last-minute scrambling, and sets

the stage for a professional, engaging event.



Once the plan is in place, execution is about discipline and preparation. A few

proven practices make a big difference:

Rehearse Thoroughly: Run full technical rehearsals with presenters and the

production team in the event’s chosen format. Practice transitions, Q&A flow,

and backup scenarios to so everyone knows what to do if something goes

wrong.

Define Roles and Communication: Make sure each team member understands

their responsibilities. Use a dedicated backchannel (like a private chat) to

communicate behind the scenes during the event.

Open Early: Start the session 10-15 minutes before showtime. This gives

attendees time to connect and troubleshoot

Set Expectations Upfront: Tell attendees how they can participate—through

Q&A, polls, chat—so they know what to expect.

Monitor Actively: Assign staff to watch stream quality, audio/video, and

interaction channels throughout the event. Don’t leave it to presenters.

Have Backups Ready: Keep alternate presenters and content on hand in case

someone’s connection drops or slides fail.

BEST PRACTICES FOR PITCH-
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These steps reduce stress on
the day of the event and help
ensure both presenters and
attendees feel supported.
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The Takeaway: 
Success is measured not just by how many

people showed up, but my how they
participated and what business value the event

delivered.

Attendance alone doesn’t tell the full story. To prove impact and ROI, you need to

measure deeper engagement and connect the results back to business goals.

Use All Available Data: Pair native Teams reports with information from

external registration systems and analytics tools.

Track Engagement Metrics: Look at poll participation, number and quality of

Q&A submissions, chat activity, and content downloads.

Monitor On-Demand Viewing: Track how many people watch the recording and

how long they stay engaged.

Tie Activity to Outcomes: Connect event participation to your CRM or LMS. For

example, did the event generate qualified leads? Did employees complete the

required training?

Collect Feedback Directly: Send post-event surveys to capture attendee input

on content, speakers, and overall experience.
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Microsoft Teams provides a strong foundation, but managing every detail of a

large, high-stakes event can stretch an internal team beyond capacity. That’s

when it makes sense to bring in experienced support.

Consider partnering with an expert event management provider, like EventBuilder,

if:

The event is business-critical and failure isn’t an option.

You need advanced registration, security, and/or branding that goes beyond

native Teams features.

Compliance requirements exceed native options.

ROI tracking requires deeper analytics than Teams reports provide.

Your internal team doesn’t have the time or specialized production expertise.

You want presenters and attendees to experience a polished, professional

event.

You’re managing complex scenarios like hybrid formats, simulated live

sessions, or global audiences.

Expert partners know Teams inside and out, and they bring specialized tools,

production processes, and hands-on experience. This allows your team to stay

focused on strategy and content, while technical execution and attendee support

are handled by professionals. Microsoft itself partners with EventBuilder to

deliver complex Town Halls and Webinars, proof that layering expertise on top of

Teams delivers better outcomes.
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