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In a Nutshell…

1.   Stay focused.
2.   Milk it dry and don't butterfly (ask if everyone has
[bookmark: _GoBack]      had a chance to respond to the question before
      you move on to the next question).
3.   Keep the ball in play.
4.   If the “burning ball” is thrown to you, throw it back.
5.   Remember that each participant has DATA.
6.   The dominators and quiet ones know who they are.
7.   This is their time to speak, not yours.
8.   It is better to under-moderate than to over-moderate.
9.   Don't comment on responses. Just say, “OK,” 
      “Thank you,” “who else?”—or just listen!
10. Re-ask the questions as written—don’t rephrase
      or restate them.
11. Summarize briefly at the end of each section. 
12. Start and stop on time.
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