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• Respect people’s feeling, opinions and acknowledge constructive contributions. Bring private 
conversations to a close that are irrelevant to the topic at hand. 

• Be professional and courteous. Allow everyone the chance to contribute. 

Atmosphere 
• When possible, have light refreshments, even if it’s just candy. This helps people relax and breaks 

the ice. 
• Encourage group discussion and feedback on all discussion topics. You will have better decisions 

and highly motivated members that help shape the organization and the activities if they have 
participated in the process. 

• Keep conversations focused. As gently and tactfully as possible, end discussions when they are 
unproductive or becoming detrimental. 

• Recognize, appreciate, celebrate, and congratulate members who have done something great in 
the organization, on campus or 
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