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English for Teleconference  Meetings
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· Tips for the Teleconferences 
· Preparing for the teleconference 
· Using technology and equipment 

· Starting the meeting and setting the tone
· Leading the teleconference 
· Keeping the participants away from their mails 

· Using visual aids 
· Using your voice 
· Using the appropriate language 

· Terminating the teleconference 
· Following up the teleconference 
· Tips for the participants 

· Making your teleconference more effective 
· Using effective words and phrases 
· Common issues 
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