
Agenda Template
Date/Time: ___________________
Location: _______________________________


	Name of Group:__________________ Meeting AGENDA

	Meeting Facilitator:  
                  

Notetaker:  

Scribe:

Timekeeper:
	Participants:  

	What
	Steps/Purpose
	Who
	Time
	Notes/Agreements/Outcomes

	Welcome
	Welcome
	
	
	

	Action Steps
	Review

Recommit
	
	
	

	Agenda
	Review

Agree
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	BREAK (if needed)

	
	
	
	
	

	LUNCH (if applicable)


Over, please

	

Energizer (timeframe:     )


	What
	Steps/Purpose
	Who
	Time
	Notes/Agreements/Outcomes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Action Steps
	Review
	
	
	


	EVALUATION (5 minutes)

	+
	Δ

	
	


Using the Template to Construct an Agenda: 

1. Think through HOW to address each topic individually and plan the time estimates based on the purpose of each agenda topic.
a. For example, an update for information shouldn’t take as much time as discussion, problem solving or making a decision.
b. Consider tools or methods that will help the work go more easily.  For example, if you need to generate lots of ideas, consider using brainstorming. If you need to narrow the number of ideas, use multi-voting.  

2. Use the “Notes/Agreements/Outcomes” column  to:

a. Include reminder notes (e.g. “order lunches first thing”)

b. Document results (agreements/outcomes) for each topic, and distribute to participants after the meeting.  (If the meeting involves a lot of complexity, e.g. a strategic planning session, consider using a different meeting documentation format.) 
3. Build in “energizers”—brief, fun activities that get people up and moving—if participants will be sitting more than an hour, so that everyone can keep fully focused on the meeting topics.

4. Allow 5 minutes at the end of the meeting to have the Scribe record what worked well about the meeting process (+) and what could be improved for next time (Δ). Use this information when designing your next meeting.
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