THE EVENT PLANNER'S FIELD GUIDE

How to Run a

Headshot Booth
That People
Actually Love

A practical planning guide for getting professional results —

not school picture day — at your next corporate event.

You already know you want a headshot booth. This guide skips the sales pitch and gets straight to what you need
to know: how to plan for realistic throughput, what separates quality vendors from cut-rate operators, and how to

avoid the logistical landmines that turn a great idea into a conference-day headache.

INSIDE THIS GUIDE

01 Setting Goals & Realistic Expectations

02 Throughput, Timing & Flow

03 Hair & Makeup Assistant

04 Lighting & Technical Standards
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06 Branding, Lead Capture & Vendor Checklist
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Start With a Clear Goal

A headshot booth means very different things for different events. Defining success before you build a vendor list

saves time, budget, and post-event regret.

Staff / Attendee Benefit

Quality matters most. Participants will compare shots for years. This demands expression coaching, high-end

lighting, and participant photo selection — not a 3-minute assembily line.

Company-Wide Standardization

Consistency is the priority: matching backgrounds, identical crop ratios, controlled color temperature. Ask vendors

specifically how they manage consistency across 50-500 participants.
Lead Capture / Conference Traffic

Speed and signage matter most. Ensure a frictionless registration workflow and CRM integration. Image quality still

matters — a bad photo reflects on your brand.

PARTICIPATION REALITY CHECK
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Throughput, Timing & Flow

"A vendor who claims they can do quality work in under 4 minutes per person has never coached a nervous

executive in front of a camera."

UNDER 4 MIN Too Fast

No time for expression coaching or pose adjustments. Technically correct images, but not the shot where someone

looks like themselves at their best. School picture day.

5-7 MINUTES Sweet Spot v

Room to adjust posture, try angles, give expression cues, and let participants pick their favorite from their gallery.

This is where real headshots happen. Plan capacity around 6 min/person.

8+ MINUTES  Specialty Use

Appropriate for executive-tier sessions or camera-shy participants. Not scalable for high-volume events without

multiple stations.

QUICK THROUGHPUT CALCULATOR

Booth hours 8 hrs
Minutes available 480 min

Avg. time per person (sweet spot) 6 min

Max participants (1 photographer) ~80 people

PREVENTING LINE CHAOS

QR code pre-registration Dedicated check-in coordinator

Collect names and contact info before the event — no A separate person managing the queue; the photographer
scrambling at check-in never leaves the camera

Digital queue / slot system Clear signage

Participants get a time and come back instead of Where to line up, estimated wait, what to expect —
standing in line reduces walk-up confusion

P RED FLAG: Name Sign Requirements
If a vendor requires participants to hold a printed name sign, that's a workflow problem. It slows the line, clutters the
image, and signals a disorganized post-production system. Modern delivery uses digital check-in and automated

file naming. Walk away.

Build 15 minutes of buffer into every 2 hours of shooting. The photographer who claims they never need a break is the

photographer who rushes your attendees.
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The Hair & Makeup Assistant

An underutilized efficiency tool — and one of the highest-ROI upgrades for any headshot booth.

MAKEUP TOUCH-UPS

« Shine and oil reduction — the #1 issue under studio lights

« Quick concealer for blemishes that would require retouching
« Freshening lip color between participants

« Takes approximately 5 minutes — not a full application

HAIR FIXES

« Flyaways and static — obvious on camera, invisible in person
« Collar-length hair that falls wrong under studio light

« Hat hair, headset hair, anything that came in wrong

« Pieces that shift during the walk from the waiting area

WARDROBE CHECKS

« Collar and lapel straightening

« Tags that flip up and catch light

« Jacket shoulders that ride up during the walk over
« Lint roller used consistently saves retouching time

THE THROUGHPUT CASE

Every fix that happens before the camera fires is a fix that doesn't slow the session.

A good H&MU assistant typically delivers a 20—-30% efficiency increase in overall throughput — not by speeding
up the photography, but by eliminating the delays that happen around it. Without H&MU support, the
photographer either walks around the camera to fix a flyaway — adding time per person — or skips it entirely and
creates a retouching problem.

El CLARIFY THIS UPFRONT

Some photographers handle minor hair and wardrobe fixes themselves. Others don't touch it at all. Ask every

vendor explicitly — their answer determines whether you need to budget for a separate H&MU hire.
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Lighting, Space & Technical Standards

You don't need to become a lighting expert. But understanding the basics lets you ask better questions and
evaluate portfolios with a sharper eye.

STROBE VS. CONTINUOUS LIGHTING

v STROBE (FLASH) — Preferred for Events

Freezes motion, overpowers ambient venue light, runs cooler, produces crisper images. The professional standard
for headshot work. A must for ballrooms and conference venues with mixed overhead lighting.

Continuous LED — Situational Only

Fine for small controlled environments with no ambient light competition. In typical ballroom/conference settings,

loses the battle against venue lighting — resulting in color casts and uneven exposure across your gallery.

LIGHTING PATTERNS

Butterfly / Paramount

Light placed high and directly in front. Clean and flattering for most faces, easy to replicate consistently at speed.
Good baseline for high-volume work.

v Triangle / Rembrandt Loop — Preferred

Light at 45° to the side, slightly above. Creates depth and dimensionality — the difference between a passport photo
and a real portrait. Requires more skill to execute consistently at speed, but this is what separates professional
headshots from snapshots.

¢ PORTFOLIO TEST

Pull up a gallery and look at 5 consecutive headshots. Do backgrounds match exactly? Is exposure identical? Crop
consistent? Color temperature consistent? If backgrounds shift from cool gray to warm gray across participants,
their lighting isn't locked in.

SPACE REQUIREMENTS

Depth: 10-14 feet from backdrop to camera Width: 8—10 feet for setup plus side clearance
(12 ft ideal)

Power: Dedicated circuit preferred; most strobe Queue Add 6-8 feet beyond the camera position for
setups draw 15—-20A at peak space: a small waiting area

KEY QUESTIONS TO ASK

"What lighting pattern do you use for high-volume events, and why?" "How do you handle competing ambient
venue light?" "What's your backup plan if a strobe malfunctions mid-event?"
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Delivery, Retouching & Image Management

The photography is only half the job. How images are organized, retouched, and delivered determines

whether attendees actually use them.

Tethered to a Large Screen

Camera feeds directly to a computer in real time. Every frame appears on screen as it's taken — quality
control happens live, and images are already on disk the moment the session ends.

Gallery Delivered in ~60 Seconds

Because images are already on the computer, they upload to the delivery platform the instant the session
wraps. Participants receive their personal gallery link by email before they've walked back to the
conference floor.

Participant Selects — At Their Pace

Selection happens in the gallery, not on-camera and not with a line behind them. Participants open their link
on their phone or laptop and choose their favorite image in a zero-pressure environment.

Retouching on Selected Image

Professional retouching applied only to the chosen image. Clarify scope: skin, blemishes, flyaways, eye

brightening. Get the turnaround commitment in writing.

Final High-Res Delivery

Retouched file delivered to participant and/or planner. Files should be named by person — not numbered.

Confirm folder structure and whether you receive a complete master gallery.

P DELIVERY RED FLAGS

» Photographer is not shooting tethered to a computer — this is the foundation of the entire modern workflow
» Gallery delivery measured in hours or 'end of day' — tethered shooting makes 60-second delivery possible
» Photographer selects the image for the participant with no choice given

» Files not named by attendee, or inconsistent backgrounds across the gallery

Al Auto — Fast, check before/afters. Hybrid (Al + Manual) — Sweet spot for events. Full Manual — Executive sessions.
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COMPLETE VENDOR EVALUATION CHECKLIST

Use during consultations to evaluate vendors side by side.

PORTFOLIO Can provide a complete gallery (not cherry-picked) from a comparable event — look for
exposure and background consistency across 50+ consecutive images

PLANNING Clearly states throughput capacity and explains what drives that number; can estimate realistic
participant count for your specific window

LIGHTING Uses strobe lighting with a defined pattern (butterfly or triangle/loop); can explain how they
handle competing ambient venue light

TETHERING Shoots tethered to a computer with a large display feeding directly into a delivery platform — not
tethering is a disqualifying red flag

COACHING Provides expression coaching and pose guidance — ask how they handle a subject who's
visibly nervous or stiff

H&MU Clarifies their hair & wardrobe policy: do they fix minor issues themselves, recommend a
dedicated H&MU assistant, or leave it to the participant?

CHECK-IN Has a digital check-in system that does NOT require name signs; file naming happens at intake,
not post-production

DELIVERY Gallery delivered to each participant within ~60 seconds — not 'same day.' Selection happens in
the gallery at the participant's own pace

FILES Final files named by participant and organized in a clear folder structure; planner receives a
complete master gallery for records

CONTRACT Specifies space/power needs, setup/breakdown windows, and cancellation terms; carries
liability insurance with certificate available



We Built This Guide
for Planners Like You.

We've run headshot booths at conferences, leadership summits, association meetings, and
company all-hands events across Florida. We've seen what works, what creates chaos, and what
makes attendees genuinely excited about a photo for the first time in years.

If you're evaluating vendors for an upcoming event, we're happy to answer questions, share

example galleries from events similar to yours, or simply help you think through the logistics —

no obligation.

Let's talk about your event.

. Hello@onsiteheadshotstudio.com

(\ www.TheOrlandoHeadshotBooth.com

The Orlando Headshot Booth
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