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Great Meeting Flip Charts… 


And… there’s nothing better than scented Mr. Sketches!

PARKING LOT





for all OFF TOPIC yet IMPORTANT items





Every time we “RABBIT TRAIL” into an off-topic discussion, we will allow no more than 2-3 minutes of it.


Then, we will ask:  “Is this important enough to take us off of our agenda right now?  


If so, set a time limit.


If not, add it to the PARKING LOT for future discussion.


Periodically, we will review Parking Lot items and decide what to do with them?





DECISION LOG





Every time the group reaches a decision point, record it here!


You’d be amazed how many good decisions are lost because they are not written down.


















































ACTION LIST





Every time someone says, 


“we should do…”


“we could do…”





We will record the task and who is going to do it, by when.





Tip:  Don’t break stream of thought, revisit the list later to add the “who” and “when”
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