Tips for Successful Conference Calls

· Distribute an agenda to all participants in advance; include the meeting date and time, dial-in number and conference code

· Arrange to be in a quiet area where you won’t be disturbed 

· Ask participants to identify themselves before speaking

· Wait to comment on a topic until after the speaker has finished

· Make sure all participants are aware of any time zone differences

· Be on time!

· Don’t shuffle paperwork, food cartons, or anything else that might distract the call

· End the meeting on time
