	[image: image1.wmf]Lions Clubs International

MULTIPLE DISTRICT 7 - ARKANSAS

ARKANSAS LIONS STATE OFFICE

                                                                                                  7430 North Hills Blvd        

                                                                                                  North Little Rock, AR  72116

                                                                                                    Phone/FAX:  501-834-5111

Email:  arlions@sbcglobal.net


Meeting Call-In Instructions and Protocol

Meeting Date and TIme:
Call In Instructions:  
· Five minutes prior to the meeting, dial the call-in number: 1-870-453-8816.
· (THIS IS A DIFFERENT NUMBER THAN THE STATE OFFICE NUMBER).
Note: The number is NOT toll free, so anyone calling from a landline will incur long distance charges on their phone bill.  It is therefore recommended that callers utilize cell phones to connect to the call.  This would incur the deduction of minutes from their cell phone plan and if they have unlimited minutes would not be an issue.
· When prompted enter conference code number 72761.
Protocol:

· Call the designated number five minutes before the time you are scheduled--if you call in too early, you may interrupt another group's call.

· The meeting will last 60 minutes, maximum.

· Use your telephone mute button if available. Background noise, dogs barking, TV noise, etc. can be a distraction for everyone on the call. If you don't have a mute button, just be sure to call from a very quiet location.

· Please identify yourself when you wish to speak, and wait to be called on. Before you begin to speak, always say your name. For example: When you share, say; "This is Michael."

· If you are interrupted in your location during the meeting, use your mute button. If you don't have one, just hang up and call back when you are free. Do not place the call on hold if the group will hear music or a recording when you do so.

· If you have call waiting, disconnect it before calling. With most phone systems, you can do this by dialing *70. After you hang up, your call-waiting feature automatically resumes.

· Complex issues will be discussed off-line and reported on at the next meeting.

· Once the meeting begins please avoid cross-talk with other participants that is not related to the discussion.
