Virtual Meeting Access Guidelines

Dear Team,

As we prepare for our upcoming virtual meeting, please find below the guidelines to ensure a
smooth and productive session:

1.
2.
3.
4,
5. Technical Issues: If you encounter any issues, please reach out to our IT support at [IT

6.

Platform Access: Ensure you have the necessary software installed for the meeting
platform (e.g., Zoom, Microsoft Teams).

Joining the Meeting: Use the provided link and meeting 1D/password to join at least 5
minutes before the start.

Audio and Video: Please mute your microphone when not speaking and turn on your
camera if possible for better engagement.

Hybrid Participation: If attending via phone, please use a headset for clearer audio.

Support Email].
Respect Others: Be respectful of others' speaking time and contributions.

We look forward to an engaging discussion!

Best regards,
[Your Name]
[Your Position]



