Good Suggestion Tips on 

TELECONS, WEBCHATS, & VIDEOCONFERENCES

Meetings held via teleconference or online have special challenges.

It is easy for participants to get distracted by background noise
and secondary activities taking place at each individual’s location
interfere with the group’s discussion.
Please mute your phone till you want to talk.
Listed below are some guidelines to help telecons,

webchats, and videoconferences succeed.

Teleconferences

Place yourself in a quiet space, free from distractions Be ready to receive the call precisely on time, if not a few minutes early.
State your name before speaking Make a special effort to be clear and concise

Identify the person to whom you are responding, or to whom you are directing

a question.
Announce if departing from the call early; announce yourself upon returning

to the call.

Web Chats with Audio & Text Capability

Be online and ready to accept the chat / call precisely on time, if not a few minutes early.
If a new user of the technology, try to test your connection and software in advance.
Place yourself in a quiet space, free from distractions. Mute your microphone when not speaking Type a period “.” in the text chat to indicate your desire to speak.
Turn down your speaker volume when speaking, to avoid audio feedback

Offer parenthetical remarks in the text chat, not orally

Provide web links via the text chat, if referencing a document.
Videoconferences

If a new user of the technology, try to test your connection and software in advance.
Dress as you would for an in-person meeting Place yourself in a quiet space, free from

Distractions.
Make eye contact with and speak directly to the camera.
Avoid side conversations; if you absolutely have to discuss something

privately, mute your speaker.
