Firstly, ask yourself, is this video conferencing meeting really
necessary? Could the discussion be replaced by Email?

Agenda

Send out an agenda
in advance of the
meeting. Keep the
meeting focussed on
moving through the
agenda items.

Recap
Conclude the call by
summarising and
confirming decisions
and reiterating the
next steps.

Check-In Moment

Check-in with participants during the meeting
e.g. maybe halfway through the meeting.
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