
 

 

 

 

 

Definition:  

 A well-structured meeting agenda is essential for ensuring that a 
meeting runs smoothly and efficiently.  

 Here's a detailed explanation of the components of a simple meeting 
agenda: 

 

1. Header 

 The header provides essential information about the meeting and sets 
the context.  

 It typically includes: 

 

 

 

 

 

 

 

 

 

Structure of a Simple Meeting Agenda  

Date: The date on which the meeting is to be held. 

Time: The start and end times of the meeting. 

Location: The place where the meeting will take 

place, whether it's a physical location or a virtual 

meeting link. 

Facilitator: The person responsible for leading the 

meeting. 

Attendees: A list of expected participants. 



 

 

 

2.  Meeting Objectives 

 This section outlines the primary goals or outcomes expected from the 
meeting.  

 Clearly defined objectives help keep the meeting focused and ensure 
that all participants understand the purpose.  

 Examples of meeting objectives include: 

 

 

 

 

 

3.  Agenda Items 

 This is the core of the agenda, detailing the topics to be discussed.  

 Each agenda item should include: 

 

 

 

 

 

 

 

To review project progress. 

To discuss upcoming deadlines and deliverables. 

To address any issues or obstacles. 

Topic: The subject to be discussed. 

Presenter: The person responsible for leading the 

discussion on that topic. 

Time Allocation: The estimated amount of time 

allotted for each topic to ensure the meeting stays 

on schedule. 



 

 

 

For example: 

  

 

 

 

 

 

 

 

 

 

4. Preparation Notes 

 This section includes any instructions or materials that participants need 
to review or prepare before the meeting.  

 It ensures that everyone comes prepared and can contribute effectively.  

Examples include: 

 

 

 

 

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. 

Prepare to discuss any issues or obstacles 
encountered. 



 

 

 

5. Conclusion 

 This final section outlines what should happen at the end of the 
meeting.  

 It may include: 

Summary:  

 

 

 

Action Items:  

 

 

Next Meeting:  

 

 

 

Adjournment:  

 

 

 

A brief recap of the key points discussed and any 

decisions made. 

A list of tasks assigned during the meeting, along 

with the names of those responsible and deadlines. 

The date, time, and location of the next meeting, if 

applicable. 

The official end time of the meeting. 



 

 

 

Example of a Simple Meeting Agenda 

 
 
 
 
 
 
 
 
 
 
 
 
 

Objectives: 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Meeting Agenda 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Facilitator: [Insert Name] 

Attendees: [Insert Names] 

Review progress on the current project. 

Discuss upcoming deadlines and deliverables. 

Identify any issues or obstacles. 



 

 

 

Agenda Items: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
Preparation Notes: 
 
 
 
 
 
 
 
 

 

1. Welcome and Introductions (5 minutes) - Facilitator 

2. Review of Previous Meeting Minutes (10 minutes) - 
Secretary 

3. Project Progress Update (15 minutes) - Project 
Manager 

4. Upcoming Deadlines and Deliverables (20 minutes) - 
Team Members 

5. Issues and Obstacles (20 minutes) - Open Discussion 

6. Any Other Business (10 minutes) - Open Discussion 

7. 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. 



 

 

 

Conclusion: 
 
 
 
 
 
 
 
 
 
 

Benefits of a Simple Meeting Agenda 

Clarity and Focus:  

 

 

 

 

Time Management:  

 

 

 

 

 

 

Summary of key points discussed. 

List of action items and responsible individuals. 

Date and time for the next meeting. 

Meeting adjournment time. 

Clearly defined topics and objectives keep the 

meeting focused and ensure that important issues 

are addressed. 

Time allocations for each agenda item help prevent 

meetings from running over time and ensure that 

all topics are covered. 



 

 

 

Preparation:  

 

 

 

 

Accountability:  

 

 

 

 

 

 

 

  

Preparation notes help participants come ready to 

discuss and contribute, making the meeting more 

productive. 

Listing presenters and responsible individuals for 

action items ensures accountability and follow–

through on tasks. 


