PARKING LOT

Prior to the meeting, post a flipchart, entitled "Parking Lot" and place "post-it" notes on tables where participants will be sitting. At the meeting, explain that if issues, questions, or concerns arise that are off the subject or need to be addressed later, participants can write them on a "post-it" note and place it on the "Parking Lot." These will be addressed at the end of or after the meeting so that its flow and focus are not interrupted.
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