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will probably sit to the moderator’s right.
Refrain from talking to those around you during the meeting and keep electronic •	
devices turned off. 
When you wish to speak, a slight hand gesture is enough for the moderator to •	
recognize you in a small meeting. In a larger meeting, raise your hand to speak. 
Refrain from interrupting another speaker.

“Super” productive and efficient meetings are possible when you “mind your meeting 
manners”—hmmm—now about those basketball brackets.
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