Virtual Meeting Participation Tips

Dear [Participant's Name],

We are excited to invite you to our upcoming virtual meeting scheduled on [Date] at [Time]. To
ensure a smooth and productive session, please consider the following tips:

Before the Meeting:

o Test your technology: Ensure your device, camera, and microphone are working
properly.

o Familiarize yourself with the meeting platform.

« Find a quiet and comfortable space to participate.

During the Meeting:

« Join the meeting a few minutes early to address any technical issues.
« Mute your microphone when not speaking to minimize background noise.
o Engage actively by using the chat feature and asking questions.

After the Meeting:

o Provide feedback and takeaways from the session.
o Follow up on any action items assigned to you.

We look forward to your participation!

Best regards,
[Your Name]
[Your Position]
[Your Company]



