Virtual Collaboration Session Guidelines

Dear Team,

As we prepare for our upcoming virtual collaboration session, please adhere to the following
guidelines to ensure a productive and engaging experience:

Before the Session:

« Confirm your attendance and availability.

o Review the agenda and prepare any necessary materials.

e Test your technology (camera, microphone, internet connection) ahead of time.
« Find a quiet, well-lit space for the session.

During the Session:

« Join the meeting on time and greet fellow participants.
« Mute your microphone when not speaking to minimize background noise.
o Engage actively and respect others when they are speaking.
o Use the chat feature for questions or comments, if available.
After the Session:

o Follow up on action items and decisions made during the session.
o Provide feedback on the session for future improvements.
e Schedule any necessary follow-up meetings.

Thank you for your cooperation. Looking forward to our session!
Best Regards,

Your Name
Your Position



