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Compare Traditional and Strategic

Board Agendas
Traditional Board Agenda Strategic Agenda
41 Welcome and approve minutes of last mootng, 1 Weicome and Opening Thoughts
{Different board members offer opaning thoughts
2 Executive Director's Report each mesting)

Verbal report on web sie redesign update

Consant Aganda
3. Finance Committes Report Approval of minutes of last meeting, and acceptancs
Circulanon of quarterty financial Staments. of items ksted on consent agenda: previously
Treasuer of Finance rmittes Chair points out a circulated wntten report from ED on web site

faw vanations betwesn budget and actual, which
are briefly dscussed. Asks for 8 motion to appeove
change of signature authority on bank foms dus to
change in officers.
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cultrate relationships

Program Committes Report

Chawr of Program Commitioe asks staff 1o provide a
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Discussion s cunailed because tme i running out.

medesigne dashboard of revinud/tapenses from
Finanoe Committee; ACTION: approve change of
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board member prospects from Boand Development
Comenittés mnd from Fundraising Committee.

Discussion of Strategic Initiative #1 Expand
Community Awmrengss

Full board discusson faclitated by board chair, Arg
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0. Fundraising Committes Report Update on plans for
Gala and reminder 10 purchase hokats ‘What's keeping you up at night? (Use this
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& Adjourn Adjourn
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the organization.
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TACTICAL MEETING

AGENDA

INTRODUCTION ROUND

Everyone check-ins to say hi
one at a time. No discussion.

METRICS REVIEW

Facilitator calls cut metrics.
Accountable team member
answers with a figure or "No

data”. No

discussion.

ITEMS ON THE AGENDA

CHECKLIST REVIEW

Facilitaotor calls out items on @
checklist. Accountable team
member answers "Check” or

"No check”. No discussion.

PROJECT UPDATES

Each team member gives a
quick update on their projects.
Mo discussion but others can
ask clarifying guestions.

CLOSING ROUND

Team members discuss issues
they need resolved. Open
discussion aiming to find a

solution or viable next steps.

Everyone check-ins to briefly
express how the meeting went
for them. Mo discussion.

MEETING REPORT

A report is made available to everyone on the team. In Holaspirit,
that report is pre-filled with the six rounds described above and the
information that needs to be reviewed from one week to the next.

f8) holaspirit

First 1:1 Meeting Template

Suggested questions .

What do you like te do outside of work?

What motivates you the most?

What kind of projects are you most excited to work on?

What are your expectations for this role?

In whiat medium (Sack, email, in person) do you prefer to receive feed
How do you prefer to receive recognition—publicly or privately?

7} What makes 1:15 the most valuable for you?

What should be included in a sales meeting agenda. How to add an agenda item during a meeting. How to write an agenda for a meeting. Meeting agenda template ideas. Meeting agenda template with action items excel.

Meeting agendas play an important role in planning and executing an effective meeting. They set the tone for the meeting and add a valuable structure to your talking points. And with a meeting agenda template, you can easily create a solid plan for impactful and productive meetings. In this article, we’ll share six free templates you can use for your
meeting agenda. We’ll also cover what a meeting agenda is, what to include in one, and the benefits of meeting agendas. Next, we’ll take a look at some useful tips on how to create a meeting agenda. This Article Contains: (Click on the link below to jump to specific sections) Let’s get started! 6 Handy Meeting Agenda Templates Meeting agenda
templates are a resourceful tool for planning a real-time or virtual meeting. Naturally, each type of meeting demands a different agenda template — you can’t use a weekly agenda template for your board meeting agenda. So, here’s a free meeting agenda template for every meeting need: 1. Team Meeting A team meeting or business meeting is any
formal meeting held with your team, on a weekly or monthly basis. These meetings include common discussion points such as team updates, roadblocks, action items, priorities, deliverables, or special announcements. Team meetings like a daily stand-up may include project support updates as well. During online meetings, make sure to remove
background noise, use engaging topics, so that your team will more positively discuss ideas. Here’s a sample meeting agenda for your weekly or monthly meeting: Download the template here 2. Leadership Meeting A senior leadership or management team meeting is beneficial for both startups and large businesses. Important updates and
information are often shared in this meeting, along with personal updates, metrics, problem items, etc. Download the template here 3. First Team Meeting for New Managers The first team meeting helps new managers make a great first impression and establish rapport with the team. These can be one-on-one or all-hands at once. That’s why these
meetings require agendas that focus on getting to know the team, setting expectations, answering questions, etc. Download the template here 4. Board Meeting A board meeting is all about the big picture. So you want to create an agenda that aptly covers the important points while avoiding too much information. As a result, a board meeting
agenda template is mainly concerned with the company’s vision, board members or stakeholders and their reports, key announcements, new business agendas, minutes from the previous meeting, etc. Download the template here 5. Project Meeting Project meetings are strictly concerned with details about the project. The agenda outline will mainly
depend on the status of your ongoing project. There are mainly three kinds of project meetings: Project Kickoff Meetings: Include project vision, goals, deliverables, action items, product roadmap, etc. Project Status Update Meetings (Stand-up meetings): Include important project updates or check-ins, challenges, solutions, major wins, and future
action items. Project Retrospective Meetings: Include a summary of the completed project. Highlight successes, shortcomings, feedback, solutions, etc. Here’s an agenda template for project kickoff meetings. You can customize this for other project meetings as well: Download the template here 6. Brainstorming Meeting The main goal of a
brainstorming session is to discuss ideas to solve a problem or improve on current processes. These meetings can include objectives, ground rules, a round-table discussion so that each participant can share their ideas, polls/voting activities, action items, etc. Download the template here Now, let’s take a look at what exactly a meeting agenda is.
What is a Team Meeting Agenda? A meeting agenda is a brief walk-through of what the meeting is about and the topics you're hoping to cover throughout the meeting. Meeting agendas are useful to: Give prior notice to the meeting participants on what to expectEncourage participation Set clear expectations and a structured pace for the
meetingAchieve effective time management When properly designed, a meeting agenda can prevent loss of time and resources — eliminating unproductive meetings. To put it simply, a meeting agenda helps you stay on track during a meeting. Keeping that in mind, how do you create an agenda template? What to Include in a Meeting Agenda



Template? Meeting agenda templates are a great way to save time and resources. You can simply edit the finer details in your templates and repurpose the template for recurring meetings. Before that, you’ll need to create a relevant and purposeful agenda template. An effective team meeting agenda template should contain: Meeting Goals: Meeting
goals are a short synopsis of the main goal of the staff meeting. This allows everyone involved to have a clear picture of what exactly the meeting is about and the results you're trying to achieve.Talking Points: Talking points serve as an outline for the meeting. Once you have the main goal in place, you should divide the meeting into small time
segments (2-3 minutes per person). Each time slot should contain 1-2 talking points. This process helps with better time management.Supporting Documents: Including supporting documents or meeting notes is a great way to provide any additional background information to your participants. It’s also a great way to clear up any discussion item for
the meeting.Action Items: Action items list the things you’ve achieved since the last meeting or any new tasks you hope to complete before your next meeting. These help clarify your team’s roles and responsibilities after the meeting is over. Attendees and their Assigned Roles: This involves a list of participants attending the meeting and their
roles/talking points during the meeting. You can either assign the roles yourself or ask each attendee to fill out their discussion topics. You can then share the finalized agenda with everyone before the meeting. So are meeting agendas really any good? 3 Impressive Benefits of Using Meeting Agendas Here are three key benefits of using meeting
agendas while planning a meeting: 1. Improved Communication As a project manager or meeting host, you most likely have some important announcements to make or action items to cover. Attendees might also have discussion points to bring up. How does an agenda help here?It sets the course for the staff meeting. Everyone is aware of what is to
be achieved, and they can discuss relevant topics according to the agenda. For example, if the meeting agenda is about brainstorming the onboarding process, participants can bring up relevant points. No one would bring up project updates or sales meeting topics since that isn’t the agenda. 2. Reduced Distractions Team meetings, especially virtual
meetings, can become disorganized or go off-topic if not planned well. For example, too many people may attempt to speak at once, or someone may spend too much time on one topic without coming to the point. Having a meeting agenda eliminates any scope for these kinds of distractions. Your teammates have a clear idea of what you’ll be
discussing and are more likely to participate in the meeting. 3. Greater Engagement Remember, when the attendees know the key objectives of the meeting in advance, they’ll have more information at hand to participate in the discussion. You can even add supporting documents to the agenda that can be helpful for the meeting prep. You can also
ask your team to add any relevant points to the agenda that they feel are important. This will make them feel valued and help with employee engagement during meetings. Next, let’s explore a few smart tips for having an effective meeting agenda for your next discussion. 7 Smart Tips for an Effective Meeting Agenda In addition to the meeting
agenda templates we covered above, here are some useful tips to help you have a solid meeting agenda: 1. Make the Meeting Objectives Clear Every effective meeting agenda starts out with a clear meeting objective(s). Start by providing a brief overview of what the meeting is about without going into the individual agenda items. Answer these
points: What is the main goal of the meeting? Do you have any important updates to discuss? What decision-making needs to take place in the meeting?Do you need your team to prepare for the meeting, or is it going to be an informal meeting? The more clarity you provide in the agenda, the more effective the meeting will be. You'll also have a
higher chance of accomplishing your goals if you communicate them better through the agenda. 2. List Agenda Topics as Questions or Tasks Once you've specified the main objectives, you need to get into the details with agenda items that are prompt and to the point. Avoid making vague statements on your agenda topic. Better yet, you can phrase
your agenda items as questions for more clarity. For example, instead of saying something vague like “Discuss marketing campaign workflow”, you can ask specific questions: What went wrong with the campaign? What worked well? Why? These will clarify what you want to discuss in the meeting. 3. Clarify Expectations and Responsibilities In
collaborative meetings, you want your team to participate in the discussions. You may even expect them to prepare meeting notes or keep some data ready for reference. Your agenda should clarify your expectations from your team during the meeting. Assign all relevant responsibilities to your team in advance. If others are going to be presenting
during the meeting, ensure that they’'re well-prepared with the appropriate talking points. You can also send a provisional agenda and ask for your team’s feedback. This will give your team more time to prep for the part, and they won’t be put on the spot during the meeting. 4. Estimate a Realistic Amount of Time for Each Topic When creating a
meeting agenda, a common mistake is to add too many action items or discussion points. But you’ll likely end up rushing through the talking points to cover all of them, which leads to confusion. With meeting agendas, you want to ensure that you assign a realistic timeline for each agenda item. Consider the time it’ll take to introduce the topic, offer
brief details, answer any queries, and evaluate solutions. You should also spare a small 10-15 minute time window in each meeting in case someone needs extra time to elaborate on certain points. 5. Create a Provisional Agenda First An effective agenda isn’t just about planning the meeting; you’ll also need to take note of any feedback and
implement it. Before the meeting, share a provisional agenda with the meeting attendees and ask for their feedback. Are the topics relevant for all the participants? Are there any other topics your team members may want to discuss? Take note of the response and inculcate the changes before sending in the final team meeting agenda. Once the
meeting is done, note down any new action item that came up during the meeting, and add it to your agenda template. 6. Share the Agenda At Least 24 hours in Advance Impromptu meetings have been known to increase employee stress. Not knowing what the meeting is about, or being unprepared, can cause feelings of anxiety. It can also lead to
reduced participation. So, you should always create and share a meeting agenda in advance. This gives the participants ample time to prepare any questions or practice their roles in the meeting. They can also spare time for the meeting in their calendar if they happen to be busy. Ideally, you should share a calendar invite at least two days in
advance. This helps you get your team’s opinions or implement any changes in any part of the agenda. If that’s not feasible, make sure you share it at least 24 hours in advance. 7. Save the Agenda Template for Recurring Meetings While each meeting agenda template will slightly differ in terms of its format, you can reuse them for a similar or
recurring meeting. For example, if you have a recurring weekly meeting with the same team, you can save the agenda as a template and repurpose it every week. You'll simply need to edit the details and input any new goals/action items you need from previous meeting minutes. Not only does doing this save a lot of time, but it’s also a small step
towards standardizing your meetings. Using the same meeting template every week ensures that your meetings also follow a similar format. Your team spends less time adjusting to new meeting formats each week. As a result, they’ll have more time to read through the regular meeting material and prepare for the discussion. Final Thoughts
Planning a meeting without an agenda is like going shopping without a list — you’re bound to get distracted or forget a few things. Moreover, things could quickly become chaotic and unproductive if you haven’t prepared the talking points and given a thought to time management. A meeting agenda template is a great way to add structure to your
meetings while saving time and resources. You can choose from our list of handy templates to get started and even reuse the templates for recurring meetings. But if you want to create your own, you can refer to our smart tips to create the perfect meeting template for your team. Carlo Borja is the online marketing manager of TimeDoctor.com. He is
a remote worker, a digital marketer, a serial coffee drinker and more. Subscribe to our mailing list and get interesting stuff on remote working and productivity to your email inbox. We respect your privacy and take protecting it seriously.
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