
Conference Call Etiquette – Dial-In Info 
 
Besides trying not to step on each other, here are a few courtesy rules that make these group conference 
calls work without too much aggravation!  This came out of our officers’ meeting call early this week.   
 

 If you can hear it, so can everyone else.  Last night I thought I was hearing dogs, kids, people, 
birds, telephones, walking and talking.  If you cannot control the background noise by being in a 
quiet space, then please learn today how to mute your phone so that you can listen without 
breaking up the call.  Need help, call me and I’ll try and help you figure it out. 

 Remember, stepping outside is normally a quiet place but trucks, cars, neighbors walking by and 
saying hello, motorcycles and yep, even birds penetrate the call.  Earthworms, not so much. 

 When there is background noise, it is often enough that it is “clipping out” the voices of those 
speaking or interrupting their conversation so frequently, the others cannot understand. 

 Keep the phone close to your mouth if you are speaking.  Being on Speaker phone is OK but not 
as good as holding it close to your mouth.  If on speaker, please place it as close to your head as 
possible. 

 If you are on speaker phone, it captures even more of the background noise.  There is no noise 
cancelling function in your phone once you change it to speaker – and speaker includes 
Bluetooth connections if you are driving down the road! 

 If you are in your car and your phone is on one of those holders 2-3 feet away and you’re 
screaming at it, it sounds like that.  Please, pick it up and hold it close to your mouth. 

 Don’t tap on your phone or desk, slide drawers in/out, staple papers, type on your keyboard, etc 
etc.  UNLESS in Mute mode – it all comes through 

 Again, try not to step on each other if you are making comments.  
 We sort of recognize your voice but when you want to comment, say something to the effect, 

“Ted, this is Peter”.  This allows all of us to know who’s speaking which will be even more 
important once we have 30-50 people online vs a couple of dozen. 
 

Stay well – soon we’ll be back together.  Meanwhile, please wear your pants to the “meeting”.    
 
Dial-In Information - Call in about 5 minutes before the scheduled meeting. 
 
Conference Call System – Dial (515) 606-5187 And follow the prompts.  They will 
ask for your code.  The Code is:  138428# 
 
Don’t know how to mute your phone?  Once you enter, say Hi, this is XXXX and 
then simply dial *6.  If you want to speak, then dial *6 again.  After you’re done, 
dial *6 once again to mute.   
 
If it gets too noisy, the administration with dial *5 and mute EVERYONE until we 
can get back to order. 
 
 


