
Conference
Call

Etiquette 
Tips for hosting the perfect virtual meeting



1. Recognize the
Chair & adhere
to the agenda.
Just as in any face-to-face meeting, your call
should have a chair or leader. Everyone on the
call has a responsibility to help the call move
smoothly by following the agenda, saving side
conversations for later and keeping their
comments relevant. The chair should prepare
the agenda and have it sent to participants
early enough to allow them to prepare. Seek the
Chair’s acknowledgement before speaking to
allow everyone to take turns in an orderly way.



2. Be on Time & Be Prepared.
In your pre-call materials, there should be your call-in number & conference
ID, the time the call will start and a brief agenda (as well as any other
materials you need to read ahead of time). Note the start time and leave
yourself enough time to make a coffee, gather any needed materials before
the start time in order to be able to participate without interruption. 



3. Get properly dressed.
Look professional and presentable, especially if you are hosting the
meeting and will be showing yourself to the audience. (Think of what
you will wear if this was an in-office meeting). Also take into
consideration your background to ensure there are no distractions. 



4. Mute your microphone
when it's not your turn to talk.
Any unwanted background noise can reduce the success of the online
meeting. Therefore, you should inform attendees prior to the meeting to type
in the meeting chat if they have a question and open their mic only when
they have to say something.



5. Give your
full attention.
It’s very easy to become distracted
on a conference call. Emails coming
in, people coming in and out of your
office (or your kitchen) and other
background distractions make it
easy to lose focus on the person
that’s speaking. Focusing on the
agenda, taking notes and asking
questions helps to keep your
attention in the right place.



6. Respect
your minute-
keeper
Your minute-keeper/secretary has
an important job to record the
discussion and motions to confirm
all actions to come after the
meeting. To ensure these minutes
are accurate re-state your name
when speaking and be sure to be
clear and concise so all
comments are recorded.



7. Engage
Members in
the Meeting
AGM’s are a great opportunity to
engage members. Please ensure
everyone attending enters their full
name before joining the meeting and
encourage attendees to turn on their
cameras to create a more interactive
face-to-face conversation.


