 SEQ CHAPTER \h \r 1Some Tips on Holding Meetings by Telephone Conference

 For Call Originator

 1.)
Be sure that all participants know how to make the call, including dial-in number 


and participant code, what time to place the call and how long the call is expected to last.

 
2.)
Be sure that all participants have copies of any materials they need for the call 


at least a week in advance.  These includes meeting agenda, minutes of the past meeting, 


and any documents that will be discussed or voted on during the meeting.

 
3.)
Use the same parliamentary procedure that you would in a face-to-face meeting.  


Call the meeting to order, review the past minutes and obtain a vote of acceptance, 


and follow the agenda, noting when you are moving on to another issue and calling for votes.

 
4.)
Ask the Secretary, or another member, to take minutes.  It is difficult to take notes


 while you are chairing a meeting, and it is even more important to have accurate minutes 


when people are not meeting face-to-face, to preserve a record of actions and votes.


 For All Call Participants

 1.)
The call can be originated from any telephone, so you don’t have to notify anyone 


if you are in a different place than you planned to be when making the call.  However, be 


sure to keep all call-in information and meeting materials with you if you are not sure 


where you will make the call.

 
2.)    Call in promptly, and be sure that your calendar is free for the entire length of the call.

 
3.)
Make the call from a quiet place where you will be free from interruptions. 


 If you are home, arrange for someone to watch small children, and arrange an activity 


for the older ones.  If your dog is a barker, make sure barking won’t be heard on your call. 


 If you are at work, place a note on your door stating that you are on a conference call to


 prevent interruptions.


 4.)
Place papers that you will refer to far enough away from the telephone so that 


other participants cannot hear them rustling.  Arranging them in order before the call 


minimizes the need for shuffling papers during the call.


 5.)
Be sure to have pens, pad, coffee, and any other meeting essentials at hand, as well.


 6.)
Do not make the call from a cellular phone that has a low charge, or from any


phone that does not offer clear sound.  Do not discuss any confidential information 


over a cell phone.


 7.)
Speak clearly, with your mouth near but not touching the receiver for maximum 


clarity.  Do not use the speakerphone function.


 8.)
State your name each time you speak and vote.  This will make the role of the 


Secretary, or whoever is recording the minutes, much easier.

