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Agenda

• Welcome and Introductions
• DIR Offerings
• Best Practices for Remote Meetings
• DIR Use-Cases for Procurements (and Transition)
• Questions and Answers
• Conclusion
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DIR Offerings
John Hoffman
Chief Technology Officer
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COVID-19 Preparedness for Information Technology 
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Cooperative Contracts for Remote Access
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Cooperative Contracts for Remote Access
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AT&T Corp
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Vendor Websites linked to Cooperative Contracts

Service Offerings

How to order

Key Links
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Cybersecurity Hygiene
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Best Practices for 
Remote Meetings
Joy Hall Bryant
Program Director, IRM Outreach
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The Basics
Devote Time to Advance Planning

• Determine the purpose, audience, size, formality of your meetings
• Explore possible tools, features needed and select those that best fit

• When considering features, don’t forget accessibility compliance
• Assemble and test resources (mics, camera, conference phone, laptop, cables, internet)
• Become an experienced user of the meeting tool (training, practice, test meetings)

Determine the Level of Professionalism and Polish
• Do materials need to be vetted by communications professionals?
• If using video, what shows in the presenter’s background?
• Should you include headshots of your presenters?
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Fine-Tuning for the Specific Meeting

Build In Attendee Interaction
• Voice? (How will you control who talks when?)
• Formal online Q&A
• Informal text chat
• Polls
• Embedded features like “raise hand”, Yes/No, approval indicators
• External tools for voting, questions, word clouds

Pre-Meeting Tasks
• Plan the meeting flow, level of formality, if it will be recorded
• Assign roles (presenter, facilitator, meeting administrator, note taker, SMEs)
• Prepare agenda and meeting materials; share with participants
• Conduct a practice run with same equipment, room, people
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Running Your Meeting
During the meeting

• Start on time
• State the purpose, any ground rules, how participants will interact
• Utilize the agenda and stay on track
• Self-identify before speaking; speak clearly and at a reasonable pace
• Verbally communicate what should be showing on screen
• Leverage interactivity features to engage attendees
• Provide a solid summary at the end, including action items

After the meeting
• If appropriate, ask for attendee feedback
• Share materials promised (files, minutes, recording)
• Evaluate what went well; what might be improved
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A Few Favorite Tips

• Key equipment should be plugged in; don’t rely on battery power
• Use wired connection if possible
• Turn off webcams if bandwidth seems to be an issue
• Audio over phone may be more stable in some cases
• If using a technology solution, subscribe to service alerts for known issues
• Headset with mic makes for clearer audio than webcam mic

• Read up on tips for proper positioning of mic boom

• Let the presenters focus on presenting; use other staff to administer the meeting
• For presenter visuals, consider the options and the optics
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Resources

• Most tools have extensive resource libraries
• Tips for Conducting Open Meetings Remotely

DIR's how-to guide for governing bodies convening in 
a virtual forum

• Best Practices for Virtual Engagements
SACC Training and Development (SACC T&D) 
Subcommittee has created an online repository 
where public sector staff can share reference 
sources for more effective virtual meetings, 
webinars, remote training, and telework.

• General web search using common terms, 
not only pages but IMAGES.

https://pubext.dir.texas.gov/portal/internal/resources/DocumentLibrary/Tips%20for%20Conducting%20Open%20Meetings%20Remotely.pdf
https://txdir.wufoo.com/reports/best-practices-for-virtual-engagements/
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DIR Use-Cases for 
Procurements (and 
Transition)
Colleen Berkley
Director of Procurement Services
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Basic Rules

• Establish Guideline – Someone needs to be the leader;
• Orchestrate hand-offs and clearly signal when they are 

happening
• If commenting, announce yourself;
• Stay on topic!
• Mute PCs if on a conference call;
• If using a chat program for internal communications, use it in 

moderation;
• Most importantly – BE PATIENT.

This Photo by Unknown Author is licensed 
under CC BY-ND

http://cloudnineandcounting.blogspot.com/2011/10/how-here-is-different-than-there.html
https://creativecommons.org/licenses/by-nd/3.0/
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Tools

• Audio/video tools
• GoToMeeting;
• Zoom;
• Skype;
• Teams.

• Have a back-up audio/dial-in option
• Consider a chat tool/chat functionality

This Photo by Unknown Author is licensed 
under CC BY-NC

http://www.pngall.com/tool-png
https://creativecommons.org/licenses/by-nc/3.0/
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Considerations

• Time of Day/Network Traffic
• Earlier is better – network usage peaks between 

11:00 a.m. and 2:00 p.m.
• Not everyone who attends will understand ground 

rules – review them at the beginning of the meeting
• Remote meetings are exhausting – break frequently

This Photo by Unknown 
Author is licensed under 
CC BY

http://2012.igem.org/Team:Calgary/Project/HumanPractices/Design
https://creativecommons.org/licenses/by/3.0/


Transforming How Texas Government Serves Texans

This Photo by Unknown Author is licensed under 
CC BY-NC-ND

What We Do

• Host webinars for pre-solicitation conferences;
• When necessary, use secondary tools (i.e., 

Mentimeter, Wufoo)
• Allows for participants to remain anonymous;
• Increases participation;

• Host remote negotiations sessions
• Use internal Skype communication and external 

webinar tool
• All day sessions with breaks every hour

http://www.biblogtecarios.es/anabaeza/herramientas-para-hacer-webinars/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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Questions

Hershel Becker
Chief Procurement Officer

Colleen Berkley
Director of Procurement Services

John Hoffman
Chief Technology Officer

Joy Hall Bryant
Program Director, IRM Outreach

Please direct additional questions to AskDIR@dir.Texas.gov.

mailto:AskDIR@dir.Texas.gov
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Thank You

dir.texas.gov 
#DIRisIT

@TexasDIR
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