
 

 

 

 

 

 

 

Meeting Agendas 

Purpose 

 A meeting agenda is a structured outline of the topics and activities to 
be covered during a meeting.  

 It serves several key purposes: 

1. Organization:  

 

 

2. Preparation:  

 

 

 

3. Efficiency:  

 

 

Introduction to Meeting Agendas and 

Minutes 

Helps to keep the meeting on track by providing a 

clear structure. 

Allows participants to prepare in advance, ensuring 

they can contribute effectively. 

Maximizes the use of time by prioritizing topics and 

allotting time for each. 



 

 

 

4. Focus:  

 

 

 

Components 

1. Header:  

 

 

 

 

2. Objectives:  

 

 

 

 

 

 

 

 

 

Keeps participants focused on the objectives of the 

meeting, reducing the chances of digressions. 

Includes the date, time, and location of the 

meeting, as well as the names of the meeting 

facilitator and attendees. 

Clearly stated goals or outcomes expected from the 

meeting. 



 

 

 

3. Agenda Items:  

 

 

 

 

 

 

4. Time Allocation:  

 

 

 

5. Preparation Notes:  

 

 

 

 

 

A list of topics to be discussed, often with a brief 

description.  

Each item may also include the name of the person 

responsible for presenting or leading the discussion 

on that topic. 

An estimate of the amount of time allocated for 

each agenda item. 

Any pre–meeting preparation or materials that 

participants need to review beforehand. 



 

 

 

Example of a Meeting Agenda 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Objectives: 
 
 

 
 
 
 
 

 

 

 

 

 

Review progress on the current project. 

Discuss upcoming deadlines and deliverables. 

Identify any issues or obstacles. 

Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Facilitator: [Insert Name] 

Attendees: [Insert Names] 



 

 

 

Agenda Items: 

 

 

 

 

 

 

 

 

 

 

 

 

Preparation Notes: 
 
 

 

 

 

 

 Welcome and Introductions (5 minutes) – 
Facilitator 

 Review of Previous Meeting Minutes (10 
minutes) – Secretary 

 Project Progress Update (15 minutes) – Project 
Manager 

 Upcoming Deadlines and Deliverables (20 
minutes) – Team Members 

 Issues and Obstacles (20 minutes) – Open 
Discussion 

 Any Other Business (10 minutes)– Open 
Discussion 

 Summary and Next Steps (5 minutes) – 
Facilitator 

Review the project update document sent via email. 

Come prepared to discuss any issues or obstacles 
you have encountered. 



 

 

 

Meeting Minutes 

Purpose 

 Meeting minutes are the written record of the discussions, decisions, 
and actions taken during a meeting.  

 Their purposes include: 

1. Documentation:  

 

 

 

2. Accountability:  

 

 

3. Reference:  

 

 

 

4. Continuity:  

 

 

Provide a formal record of the meeting, which can 

be referred to later. 

Record who is responsible for which actions, 

ensuring accountability. 

Serve as a reference for participants and those who 

were unable to attend. 

Help maintain continuity between meetings by 

documenting progress and decisions. 



 

 

 

Components 

1. Header:  

 

 

 

 

2. Attendance:  

 

 

3. Approval of Previous Minutes:  

 

 

 

4. Agenda Items:  

 

 

 

Discussion Points:  

 

 

Includes the date, time, and location of the 

meeting, as well as the names of the meeting 

facilitator and attendees. 

A list of all participants present at the meeting. 

A section noting the approval of the minutes from 

the previous meeting. 

A detailed record of each agenda item discussed, 

including: 

Key points discussed. 



 

 

 

Decisions Made:  

 

 

Action Items:  

 

 

 

5. Next Meeting:  

 

 

 

6. Adjournment:  

 

 

 

 

Any decisions or resolutions passed. 

Specific tasks assigned, along with the names of 

those responsible and deadlines. 

Details about the next meeting, including the date, 

time, and location. 

The time the meeting ended. 



 

 

 

Example of Meeting Minutes 

 

 

 

 

1. Welcome and Introductions 

 

 

2. Review of Previous Meeting Minutes 

 

 

 

Meeting Minutes 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Facilitator: [Insert Name] 

Attendees: [Insert Names] 

 

Meeting started at [Insert Time]. 

Facilitator welcomed everyone and introduced new 

members. 

Previous minutes were reviewed and approved. 



 

 

 

3. Project Progress Update 

 

 

 

4. Upcoming Deadlines and Deliverables 

 

 

5. Issues and Obstacles 

 

 

 

 

 

 

Project Manager provided an update on the 
project status. 

Key milestones achieved since the last meeting 
were highlighted. 

Team members discussed upcoming deadlines. 

Agreed on deliverables and set new deadlines. 

Open discussion on issues faced by the team. 

Identified solutions and assigned tasks to resolve 
the issues. 



 

 

 

1. Welcome and Introductions 

6. Any Other Business 

 

 

7. Summary and Next Steps 

 

 

Next Meeting: 

 

 

 

 

Discussed additional topics brought up by 
attendees. 

No major decisions were made. 

Facilitator summarized the meeting outcomes. 

Action items and responsible individuals were 
clearly outlined. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Adjournment:  Meeting adjourned at [Insert Time]. 



 

 

 

Importance of Agendas and Minutes 

1. Clarity:  

 

Next Meeting: 

2. Accountability:  

 

3. Productivity: 

 

5.  
 

6. Continuity:  

 

 

Agendas provide clarity on what will be discussed, 

while minutes offer a clear record of what was 

discussed. 

Minutes track action items and assign responsibility, 

ensuring accountability. 

Agendas help structure meetings for productivity, 

while minutes ensure follow-up on action items. 

Both documents help maintain continuity and 

consistency across meetings, especially in long-term 

projects. 



 

 

 

Best Practices 

1. Preparation: 

 

2. Distribution:  

 

3. Accuracy: 

 

4. Follow–up: 
 

 

 

Prepare the agenda well in advance and share it 

with all participants. 

Distribute minutes promptly after the meeting. 

Ensure that minutes accurately reflect the 

discussions and decisions made. 

Use minutes to track and follow up on action items 

in subsequent meetings. 


