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QuickTip - How to Construct a Good Meeting Agenda

Everyone’s time is valuable. Use a good agend@ep your meeting on track. There’s an art
to creating a useful agenda, and this tip will styaw how.

When to Use

Create an agenda for every meeting, no matter htswnnal. Match the formality and detail of
the agenda to the complexity, size, and lengthefeeting. For example, the agenda for a
one-on-one meeting may be a few bullet pointsybatsummarize in one sentence while the
agenda for a complex facilitated session may behnmuare rigorous and take extensive thought
to create.

Procedure

Agenda Date, time, location or connection info

Required and optional attendees

Objectives to accomplish by end of meeting

Requested preparatlon 1. Description

2. Time or length

. 3. Name of discussion

TOpICS leader

4. Purpose of topic:
inform, decide,
discuss, get update

Additional information needed for context

An agenda should contain the items shown in thiei@bove.
1. When and where the meeting will be held
Who is expected to attend
What objectives should be accomplished by the érideomeeting
What attendees should know and do in advance soé¢leéing is effective
What topics will be covered

a ke

The list of topics is where a lot of the art conreslt lays out a roadmap. Following the
roadmap during the meeting should lead to accommplisthe meeting’s objectives. Therefore,
the order of topics matters, and the topics shbaldthore than a cryptic list.

Describe each topic so that attendees know endamt & to discuss it intelligently. Allot a
specific amount of time to it. List who will ledlde discussion on that topic and what the
expected outcome is. Some meeting leaders usmdast set of labels to describe expected
outcomes, for example, inform, decide, discuss,getdipdate.
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Considerations

1. A good agenda is just the start. Use the lisbpids to manage the flow of the meeting. At
the beginning of the meeting, explain that you expeeryone to focus their discussion on
the agenda. Put the agenda on a screen or whitkbdoang the meeting to help them.

2. If the discussion starts to get off track, remimdple where they are on the agenda. Wrap up
discussion on a topic when the allotted amounineé is about to expire. If it becomes clear
that the time on the original agenda was wrongualiyt agree to alter the agenda in real
time because the detour is important enough.

3. See the QuickTips on Timeboxing and Consolidatmmiore information on how to keep
the meeting on track.

v. 240628

Synergy Professional Services, LLC 11330 SW Fddihive, Portland, OR 97225
Contact: Jeff Oltmann, jeff@spspro.com WWW.SPSPro.com(503) 644-6433




