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GETTING READY FOR

YOUR MEETING
Here  are  some  t ips  on  how  to  successfu l ly

prepare  fo r  any  meet ing ,  webinar ,  or  on l ine

presentat ion ,  courtesy  of  Movabi l i ty

members  Point  B  and  Thr iva l :

Prepare your physical environment.

Gather yourself and the necessary tools to

conduct your meeting/presentation

F ind  a  qu iet  p lace ,  f ree  of  dist ract ions .  You  might  have

to  get  creat ive .

I f  you  don ' t  have  many  pr ivate  areas  i n  your  home  to

ho ld  meet ings  or  take  ca l l s ,  schedu le  t imes  with  your

fami ly  fo r  when  you  would  l i ke  background  no ise  to  be

low .  

Check  your  bandwidth  to  make  sure  your  i n te rnet  and

ce l l  serv ice  are  st rong  i n  order  to  avo id  de lays  or  drops .

Make  sure  the  phys ica l  set  up  of  your  home  off ice  i s  a

space  that  i s  comfortab le ,  but  a l lows  you  to  do

product ive  work .  Make  sure  a l l  techno logy  i n  your  space

is  work ing  and  runn ing  smooth ly .

Go  through  your  notes  and  s l ides ,  and  rehearse  mater ia l

as  you  would  fo r  a  regu lar  i n-person  presentat ion .

Check  that  your  presentat ion  and  handouts  can  be

shared  and  accessed  v i r tua l ly  by  a l l  attend ing  the

meet ing .  

I f  you ' re  present ing  with  a  partner  or  team ,  make  sure

ro les  and  respons ib i l i t ies  have  been  c lear ly  ass igned  and

de legated ,  as  wel l  as  hav ing  an  out l ined  f low  of  how  the

presentat ion  i s  supposed  to  be  car r ied  out .

Do  a  tech- run  to  make  sure  a l l  your  necessary  equ ipment

is  ready  to  go  fo r  your  meet ing .

Clear  your  desktop  screen  of  any  mater ia l  you  do  not

need  dur ing  your  presentat ion  i f  you  wi l l  be  shar ing  your

screen  dur ing  the  meet ing .

Get  your  phys ica l  env i ronment  ready  fo r  you  to  present .

Keep  your  env i ronment  c lean  and  profess iona l ,  and  l e t

others  i n  your  home  know  that  you  wi l l  be  i n  a  meet ing .

Dress  fo r  success ,  or  how  you  normal ly  would  to  the

off ice .  No  one  wants  to  see  someone  ro l l  out  of  bed  to

work  i n  the i r  pajamas .

Record  your  presentat ion  and  up load  any  notes  taken

dur ing  the  presentat ion  fo r  peop le  to  go  back  and  refer

to  afterwards .


