The Complete Guide
to Amazing Meeting
Room Spaces

Designing and
Equipping Your Meeting
Spaces with 4K Video
Technology
Today’s business professionals spend almost 40% of their time
weekly in meeting rooms. That’s why outfitting your meeting
spaces with the right video conferencing tools is more important
than ever. Well-designed meeting spaces that are equipped with
easy-to-use, high quality video conference room solutions allow
meetings to flow effortlessly and employees to be more productive
and engaged.
Your video conferencing solution at work shouldn’t be worse than the 10-year-old backup TV you keep
in your spare bedroom. And while some providers are sticking with the mentality that “good enough”
quality is all you need, today we’re focusing on why it’s important to continuously push the boundaries
of quality and resolution as we welcome the new era of 4K video conferencing.
In this guide we’ll outline the technology you need for the highest quality communication and provide
best practices for creating amazing meeting room spaces for you and your team.
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Types of Meeting Spaces
The ideal conference room is one that emphasizes the conference, not
the room. The design and technology should facilitate using the space
to connect, communicate and collaborate with others. Meeting spaces
should be designed and set up to reflect the values and requirements
of the company creating it. Most importantly, it needs to meet the
physical and technological needs of the team members who will
actually be using it.
The characteristics of the space, fixtures and equipment it contains need to address visibility,
acoustics, connectivity and accessibility for users. The most important thing to remember is to
always design and equip your meeting spaces with productivity in mind.

Huddle Rooms and Mini Rooms
Huddle rooms and mini rooms are among the fastest-growing meeting room types today as
businesses look to modern collaboration technologies to make better use of their office real
estate. The small design — seating up to four people — is ideal when you need a quiet place
to join a video meeting or collaborate on a project. Smaller spaces have smaller budgets and
require less complexity, so the technology in the room must be cost-effective and easy to use.
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Designing Huddle Rooms and Mini Rooms
The size limitations of huddle rooms and mini rooms (around 6’ X 6’) make them most suited
for a single mounted display and a meeting room table pushed right up against the wall. A
42”–50” sized TV is preferred by most. When deciding on a mounting height, we recommend
staying at eye level.

Video Conferencing Solutions for Huddle Rooms and
Mini Rooms
Lifesize Icon 300
Huddle rooms and mini rooms need to prioritize a video conferencing system with a wideangle field of view lens to help capture meeting participants sitting close to the camera. The
Lifesize® Icon 300™ ultra-wide field of view lens is perfectly optimized to capture everyone at
the table in even the smallest meeting rooms. The Lifesize Icon 300 is an easy-to-use solution
with an intuitive user interface and robust meeting controls. The unmatched 4K screen sharing
quality lets you present in the huddle room without sacrificing quality. Setup is plug and play,
updates are automatic and every call is encrypted by default.

Lifesize Dash
Lifesize Dash™ is an affordable, software-based collaboration solution that helps you transform
your small, underutilized phone rooms into video-connected, collaboration hotspots. It
uses WebRTC technology to enable video, audio and wireless screen sharing on inexpensive
Chromebox™ devices. Lifesize Dash seamlessly integrates with third-party USB camera and
audio devices, giving you the flexibility to use the hardware you want while still getting access
to the best-in-class user experience, reliability and centralized management of the
Lifesize service.
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Small Meeting Rooms
Small meeting rooms that seat up to six people encourage spontaneous collaboration, and
the technology in them should enable it. Small meeting rooms are perfect for both impromptu
working sessions and scheduled meetings and give teams a way to work more effectively
without having to reserve a large conference room. Easy installation and simple, plug-and-play
functionality are critical. Also, important: capturing everyone in the online meeting on screen
while taking up minimal space in the room.

Designing Small Meeting Rooms
The ideal size for a small meeting room is around 10’ X 10’ — this size can support a single
display or a dual display depending on your team’s needs. Follow your corporate culture when
deciding on the design and styles for your small rooms. The limited square footage allows you
to make bold choices without having to completely renovate the entire office. Also, natural
lighting makes rooms feel bigger while filling them up with bright, warm light. Don’t trap your
team members in a dark cave and then expect them to brainstorm big, brilliant new insights.
Try a little sunlight to help their ideas grow and blossom.

Video Conferencing Solution for Small to Midsize
Meeting Rooms
Lifesize Icon 500
Designed for a range of video conference room sizes, the Lifesize® Icon 500™ camera system
delivers stunning 4K content sharing and brilliant 4K video quality with impressive meeting
room flexibility. Set up your small meeting rooms with a Lifesize Icon 500 conferencing system
using a single display or size up to larger rooms with dual display by adding a dedicated
display for full-screen presentations. Enjoy increased meeting room flexibility with 5x zoom
and full pan/tilt/zoom camera control. The compact form factor of the Lifesize Icon 500 fits
easily on a credenza or a wall mount.

Lifesize Icon 450
The compact form factor of the Lifesize® Icon 450™ is designed to bring face-to-face video
communication to small meeting rooms. The integrated smart-framing sensor automatically
adjusts the camera to ensure that everyone in the room is visible during the call. Its
exceptionally sharp wide-angle lens provides an expanded field of view, capturing everyone
on screen in even the smallest meeting spaces. If you’re looking for a simple, scalable way to
deploy integrated, plug-and-play conference room systems across your small meeting rooms,
Lifesize Icon 450 is a perfect fit
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Midsize to Large Meeting Rooms
and Boardrooms
Conference rooms come in many different sizes and shapes, but their purpose is always to
enable relationship building through consistent, face-to-face conversations. Midsize to large
meeting rooms that seat up to 30 people should have a dedicated presentation screen and
high-quality 20X zoom and be audio engineered for greater voice pickup.

Designing Midsize to Large Conference Rooms
and Boardrooms
Make sure your conference room is designed to accommodate the number of people who will
actually need to use it simultaneously. Then furnish it accordingly and in a way that doesn’t
invite filling it up beyond its intended capacity. If a conference room is designed to fit ten
people, find ten matching, comfortable chairs and put them in that room. The ideal room size
for mid to large conference rooms is 15’ X 30’ and should prioritize (2) 42”–60” screens in a
side-by-side configuration.

Video Conferencing Solution for Midsize to Large
Conference Rooms
Lifesize Icon 700
The Lifesize® Icon 700™ has revolutionized video communication with the most captivating
experience possible. Lifelike 4K image quality, ultrahigh definition content sharing, superior
sound and a breathtakingly 20X powerful camera zoom combine to create a meeting room
experience that’s 10X better than anything else in the market. The Icon 700 is specifically
crafted to enhance your larger team meetings with the ability to connect up to two 4K monitor
displays. Set one display for in-room presentation sharing and the other display for the active
video participant feed. With the dual screen feature, you can share your presentation without
sacrificing face-to-face communication with your team.
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Auditoriums and All-Hands Meeting Rooms
Large meeting spaces that seat 30+ people, like auditoriums, classrooms and multipurpose big
rooms, have so much collaborative potential. Bringing video collaboration to large meeting
spaces like lecture halls or the room you use for all-hands meetings enhances participation and
engagement but demands flexibility. Being able to connect multiple audio and video devices
is essential.

Design of Large Meeting Rooms
Large meeting spaces are unique. Their size and layout and the components in them widely
vary from company to company. Room sizes on this scale are typically 50’ X 50’ or larger and
require an HD projector rated for 2500 to 4500 lumens for a lit room. Consider furniture that’s
lightweight, reconfigurable or on rollers if there’s any chance your meetings might break out
into an activity or if you just want the ability to easily rearrange the room.

Video Conferencing Solution for Large Meeting Rooms
Lifesize Icon 800
You may have more than one camera, laptop, DVR and likely a collection of microphones that
need to be connected. The flexibility designed into Lifesize® Icon 800™ gives you choice for
the optimal meeting environment. When combined with Lifesize® Camera 10x™ and Lifesize®
Phone HD™, Lifesize Icon 800 delivers an unforgettable collaborative experience to big
audiences. It’s designed to integrate with custom third-party solutions and fits perfectly into a
broader communication ecosystem. The rack-mountable design gives system integrators the
choice to install the Lifesize Icon 800 into any industry-standard server, podium or other rackmount space.
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Home Office
If you’re part of the 23% of employees who do some or all of your work from a home office,
then you know that working from home can be a bit isolating. Fortunately, video conferencing
has the ability to create a more connected workforce both between offices and between
remote workers. And even though the camera built into your laptop can make and receive calls
just fine, if you’re a full-time work-from-home employee, you might be interested in setting up a
dedicated video conferencing system to help build out your home office.

Designing a Home Office
Think about the lighting in your home office. Sitting with your back to a window or other bright
light source can negatively impact the quality of video conference calls by giving you a harsh
silhouette effect. Whenever possible, sit facing the window or light source to ensure your
face is well illuminated and clearly visible. In addition, participants on your video calls will be
treated to the view of whatever is behind you, so it’s important you set up your home office in a
quiet, clean and professional environment to minimize distractions as much as possible.

Video Conferencing Solutions for the Home Office
The Lifesize App
The simplest and least expensive way to conduct video conference calls in your home office
is to use the Lifesize app on your personal device. Lifesize supports a wide range of devices
to support BYOD (Bring Your Own Device) policies and user preferences with apps for PC
and Mac computers, Android and iOS phones and tablets and a browser-based web app for
Chromebooks and anything else that cannot download applications. Guests can easily join a
Lifesize call directly from their web browser without having to download an app.

Lifesize Dash
Lifesize Dash is a cost-effective way to make your home office video enabled. This softwarebased video collaboration solution uses inexpensive Chromebox devices and seamlessly
integrates with third-party USB camera and audio devices, adding much-needed flexibility to
your home office.

Lifesize Icon 500
Using the Lifesize® Icon 500™ in your home office gives you a dedicated screen for your video
calls. That way you don’t have to navigate away from the video call to open up a separate app
or take notes for the meeting. More real estate makes it easy for you to work while still having
a consistent face-to-face conversation with 4K video quality and stunning 4K content sharing.
Setup is plug-and-play and updates are automatic.
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Wireless Sharing in the
Meeting Room
The fundamental purpose of meetings is to share information and
collaborate on ideas to make more informed decisions. From sharing
applications, presentations and files to streaming video and audio in
the meeting room, wireless screen sharing removes the complexity of
having to bring the right cord or dongle with you to the meeting.

Wireless Sharing Solution
Lifesize Share
Lifesize Share makes it remarkably simple to share screens and present in meetings. It brings
a range of connected technologies together seamlessly so that your online meetings start
on time, your presentations run smoothly and you capture the attention of everyone in your
audience. Wireless sharing removes all the dongles and clutter of cords from the conference
room table and replaces them with a browser-based sharing solution.
Lifesize Share supports a range of integrations from digital signage to digital whiteboard
capture to automate your meeting room enhancements and create a smarter, more modern
meeting room solution.
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Audio Quality in the
Meeting Room
With many offices transitioning to a more open floor plan concept, it’s
more important than ever to have designated collaboration spaces free
from noise and distractions. Sound insulation prevents noise leakage
in and out of the room, and a professional-grade microphone setup
can significantly increase the audio quality of a meeting with native
ambient noise reduction and full room coverage.

Video Conferencing Audio Solution
Lifesize Phone HD
The Lifesize® Phone HD™ simplifies your meeting room experience by putting all of the
essential conferencing functions at your fingertips. Make video and audio calls with unrivaled
audio quality, search the directory, share your screen and control the video pan/tilt/zoom
right from the customizable touchscreen. The Lifesize Phone HD is engineered with 360°
beam-forming microphone array to steer focus to the active speaker and features Opus audio,
unmatched in performance for human speech.
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Whiteboarding in the
Conference Room
Whiteboarding works really well if you’re in the meeting room and
you’re sharing concepts and explaining ideas, but if you’re calling in on
video, you can feel a little left out. No matter how good you are with
digital flowchart apps in an online meeting, the whiteboard is still king
when it comes to explaining complex ideas in the meeting room.

Solution for Whiteboarding in the
Conference Room
Kaptivo
Combining the Kaptivo whiteboard camera system with Lifesize Share brings the creativity
and flexibility of whiteboarding to your video conferencing experience. Kaptivo attaches to
any standard dry-erase whiteboard or glass board, captures the written content in real time
and, when paired with Lifesize Share, sends a clear, sharp and accurate image directly and
automatically to remote meeting participants. Kaptivo intelligently removes people, reflections,
glare and shadows and enhances the full-color whiteboarding session for everyone on the
conference call. There’s no training required and no change to the way you work.
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Video Conferencing
Room Setup
Cloud-based video conferencing makes it incredibly simple for
anyone to set up a video conferencing room in about ten minutes.
Also, software updates for cloud-based video conferencing are
automatically applied to your Icon instead of requiring you to perform
a manual update from a separate file.

3 Items Needed to Set Up Your Video
Conference Room
1. Connected TV (or multiple displays)
Conference rooms can vary in size from small huddle rooms to large boardrooms, and it’s
important to match the display to the size of the room. Our article on choosing a video
conferencing screen provides more details on the benefits of 4K displays and how dual
displays can provide a dedicated presentation space, but the general rule of thumb is the
bigger the room, the bigger the display.

2. Video Conferencing System
Composed of a high-definition camera and full video processing codec, a video conferencing
system sends and receives encrypted video information and decodes it as live video on your
meeting room display. Just as a webcam requires the processing power of your laptop to
function, a video conferencing system is much more than just a camera. All-in-one systems like
the Lifesize line of 4K video conferencing systems are purpose built for the meeting room and
designed for the sole purpose of capturing and transmitting flawless live 4K video feeds over
the Lifesize cloud service network.

3. Conference Phone
A touchscreen conference phone provides a dedicated user interface for navigating your
directory, controlling the camera pan/tilt/zoom options and launching calls. Conference
phones and conference call microphones purpose-built for video conferencing will feature
echo cancellation, automatic gain control and automatic noise reduction to give meeting room
and conference participants crystal-clear audio.

The Complete Guide to Amazing Meeting Room Spaces | 12

Set Up Your Video Conferencing System in 3
Simple Steps
Check out our complete unboxing and setup tutorial to learn how you can get up and running
with the Lifesize® Icon 700™, making 4K video calls in minutes using these three simple steps:

1.

Connect the video
system to your room
display(s)

2.

Pair the video system to
your Lifesize account

3.

Make your first 4K
video conference call,
share your screen
in 4K and enjoy the
benefit of face-to-face
communication

Centralized Management and Administration
The Lifesize Admin Console makes it easy for administrators to assess and manage video
conferencing across your entire organization. Gain valuable insight into your service and
system usage with direct access to detailed account data. Configure individual and global
settings to suit your specific needs and maintain your complete roster of users and room
systems around the world right from the web-based admin console: manage.lifesize.com
The interactive dashboard allows you to review calls, devices and user data to track activity
and total account usage. In addition, Lifesize Icon Health Monitoring utilizes data analytics
to give IT admins the ability to get systems back up and running before team members even
know they’re down. Upon enablement, an organization will have the following added benefits:

Proactive Response

Complete Control

Simple Experience

Early notification so IT

Know when there’s an
issue with a Lifesize®
Icon™ anywhere in your
organization

24/7/365 real-time alerts
sent to a dedicated inbox or
integrated with a help-desk
ticketing system

admins can resolve issues
before meetings are
impacted

Lifesize Icon Health Monitoring helps IT be the company hero and spot any issue before
anyone’s productivity is impacted.
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Meeting Room Names
As more companies promote a collaborative work culture and embrace
the open office concept, it’s a great idea to assess what your meeting
room names are conveying about your company’s brand and values.
If you simply settle for names like “Conference Room 5A,” you may be
indicating to employees, customers and partners that the meetings
that take place within are equally generic and boring. Deciding
on creative meeting room names that match the tone of an office
environment is becoming a common approach to creating a cohesive
company culture and a positive work environment.

Five Tips for Picking the Perfect Meeting
Room Name
1. Examine Your Company’s Values
Write down a list of descriptive words and phrases that define your company’s values.
Narrow down the list and eliminate the ones that seem odd or may have negative
connotations until you find the theme that best matches your company’s brand
and values.

2. Decide What Image You Want to Project
Names give us visual images that we will remember. Think about what sets you apart as
a company and keeps your clients coming back. A great meeting room name can help
reinforce the positive aspects of your company and remind clients why they chose to do
business with your company as well as create a positive work environment for employees.
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3. Look at Where You’ve Come from — and Where
You’re Going

Meeting room names can pay homage to your humble beginnings as well as be
aspirational to help reinforce your company’s ultimate goals. Coming up with a theme that
covers a company’s past, driving force and future goals gives employees and customers
a personal connection to your company’s history and keeps your business’s mission and
goals top of mind.

4. Conduct an Office Poll
Involving the whole office in determining what theme meeting room names should have
is a great team-building exercise that fosters camaraderie and lets employees feel like
they have a personal investment in the company. Host a brainstorming meeting or take
employee submissions to get a large pool of ideas. Once you’ve narrowed down the list of
potential themes, see which names employees respond favorably to by polling the office.

5. Check Out the Competition
Coming up with the perfect naming system or theme for your meeting rooms that
perfectly encapsulates your brand can be overwhelming. Look to other companies in your
industry and well-established brands for a little inspiration.
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Conclusion
Hundreds of thousands of business professionals use Lifesize
every day to connect face to face with their colleagues, partners,
customers and prospective customers. After more than fifteen years
of developing conference room systems, wireless meeting room
presentation devices, video conferencing apps and the global cloud
network that ties it all together, we don’t settle for anything less than
amazing. Lifesize delivers an unmatched unified meeting experience
that you can trust to work the first time, every time. Schedule a quick
demo to learn more.
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Lifesize. Work
together.™
Introducing the world’s first global 4K video
conferencing solution
In an industry satisfied with settling for “good enough,” we are pursuing
a different path. Rated best in class for video, audio and contentsharing clarity, we help your teams present your business in the
best light.

Video communication purpose-built for business
Host free and instant video calls with your team right from your phone or browser. Our video
conferencing app works when and where you work. No downloads or sign-ups required — just
share the link and go.

Video conferencing solutions to fit any space
From all-hands spaces and boardrooms to small huddle rooms, our cloud-based solutions bring
4K video conferencing and wireless presentation to all your meeting spaces.

Interoperable to play well with others
Upgrading to the world’s best video conferencing equipment doesn’t have to mean replacing
everything you currently use. Lifesize works with Microsoft Teams, Skype for Business,
Outlook®, Slack ®, Cisco ®, Polycom® and others.

Tens of thousands of organizations around the world trust Lifesize

Get your team started on Lifesize today
www.lifesize.com/demo
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About Lifesize
Lifesize combines best-in-class, cloud-based video conferencing services with
integrated equipment that sets a new standard for workplace communication
and productivity on a global scale. Recognized as Frost & Sullivan’s Cloud Video
Conferencing Vendor of the Year, Lifesize leads the industry in customer satisfaction
with the world’s first 4K video conferencing solution and 4K service architecture,
designed and engineered from its headquarters in Austin, TX. To see why
organizations like Yelp, Salvation Army, Yale University and NASA rely on Lifesize
for their mission-critical team communication, visit www.lifesize.com or follow the
company @Lifesize.
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