












Set an agenda and record each meeting 

It 's important to make each meeting as productive as possible. The best way 
to do this is by creating a meeting agenda and sharing it with participants 
beforehand. Whoever is leading the meeting could share their screen with 
the agenda too, so that everyone can see it during the meeting. 

Most video conferencing technologies also allow you to record meetings, 
which is useful to go back and remember what was discussed and what 
actions were set Don't forget, you could also use the audio and transcribe 
it into a document using a transcription service. 

Dress appropriately 

You might want to set rules about appropriate dress during calls. We've all 
seen the viral video of the naked guy on the group video call who didn't realise 
his camera was on ... 

If you're talking to clients, wear something that is appropriate and professional. 
And if you're wearing sweat pants, remember not to stand up during the call. 

Don't forget about time zones 

If you're speaking to colleagues or clients abroad, remember there may be time 
zone differences, You don't want to set up a meeting that involves you getting 
up at 2am. 

Find a quiet space 

Even though most video conferencing software has automatic sound 
canceling, background noise can really be annoying to everyone else on the 
call. If you can't find a quiet space, remember to mute your microphone unless 
you are talking. 

Try to place yourself with a wall behind you, so that your colleagues do not get 
distracted by other people or pets moving around in the background. 

Try to be in natural lighting where possible. If 
this is not possible, try and avoid really bright 
lights that could cause screen glare, 




