What it is

The meeting agenda template allows you to organize and plan team meetings so all team members understand what the meeting is about, what is planned during the meeting, and what each participant must do before the meeting.

Why it’s useful

The meeting agenda template keeps meeting participants focused on the issues at hand in a time efficient manner.

This agenda template may not look different from yours, except for the fact that it contains the TEAM behaviors on the top of the agenda template, as a visual reminder to all team members.

How to use it

Before the scheduled meeting, distribute the Meeting Agenda along with any corresponding documents, to 

all invited participants.

Meeting Agenda Template

<Team or Project Name>

Meeting Agenda

<Logistics: Date, Time, Location, Call-In Numbers>
Attendees:


Facilitator(s):

Overall Meeting Goal: 
 

	Expected Behaviors for Team Performance

	Treat others with dignity and respect
	Actively seek and receive feedback for improvement

	Exchange the needs and impacts of your own work with others
	Make timely decisions and solve problems quickly


	DURATION
	AGENDA TOPIC
	WHO
	GOAL
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