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Meeting Agenda Template · Expert version
A meeting agenda template gives every meeting a clear objective, a timed list of topics with owners and the outcome needed from each, so meetings start on time, stay
on track and end with decisions.

How to use this template
1. Write the meeting's objective in one sentence.
2. List topics in priority order with an owner and the outcome needed (decision, input or information).
3. Time-box each item so the total fits the meeting length.
4. Attach pre-reading and send the agenda at least 24 hours ahead.
5. Use the meeting notes template to record decisions and actions.

Tips
• Put decisions early, while energy is high.
• If an item has no outcome, it may not need a meeting.
• Keep 5 minutes to summarise actions.
• End on time.

Dashboard (sample data)
Field Value Count

Owner All 1

Owner Chair 3

Owner Finance 1

Owner Head of Ops 1
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Agenda · Meeting: Weekly operations · Objective: agree Q2 priorities

Time Minutes Agenda item Owner Desired outcome Pre-reading

09:00 5 Welcome and objective Chair Shared understanding of the goal

09:05 10 Review actions from last meeting Chair Actions updated Previous minutes

09:15 20 Q2 priorities Head of Ops Decision on top 3 priorities Priorities paper

09:35 15 Budget update Finance Information Budget summary

09:50 5 Any other business All

09:55 5 Summary and actions Chair Owners and dates agreed


