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AVOID MULTITASKING

Do not do other tasks while in a
meeting so you can focus on the
topic at hand. This is also a basic sign
of courtesy.

KEEP TRACK OF YOUR MUTE STATUS

If you're not talking,

commenting, or presenting,
keep your microphone on mute.

TURN YOUR VIDEO OFF

If you need to be excused from the
meeting, inform the host and turn
off the video while you are away,

MINIMIZE DISTRACTIONS

Tell people at home/office that you 00 NOT
are in a meeting and should not be DISTURB
disturbed.

KEEP YOUR BACKGROUND CLEAN
AND PROFERSSIONAL

There are plenty of backgrounds
available on online meeting
platforms. Pick ones that will reflect

your professionalism.
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