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Your agenda tells your team what to expect during a meeting and how they can prepare for it. Ideally, youll use your agenda to connect your team with the meetings purpose, assign tasks or items to team members, and designate a realistic amount of time to each agenda item. A great meeting agenda maximizes the meetings effectiveness and keeps
your team on track.Theres a good chance youve experienced that painful feeling that arises when youre unsure why youre in a meeting and dont know what to expect. Meetings without agendas tend to cause that feelingthats why we believe meeting agendas should be an integral part of your meeting culture.An effective agenda communicates the
purpose of your meeting, gives your team the chance to prepare their agenda items, and keeps everyone on track. Whether youre preparing for your next board meeting, staff meeting, or business meeting, well help you write an agenda that will maximize your meetings potential.Free customizable meeting agendaWhat is a meeting agenda?A meeting
agenda serves as a structured roadmap for your meeting, detailing the topics and activities planned. Its primary role is to provide meeting participants with a clear framework, outlining the sequence of events, the leader for each agenda item, and the time allocated for each task. By having this agenda as a guide both before and throughout the
meeting, it helps to facilitate an efficient and productive flow of discussion.How to write a meeting agendaCrafting a meeting agenda is a key step in ensuring a focused and productive meeting. Here's how to do it effectively.1. Clarify meeting objectivesThe first step in writing a meeting agenda is to clearly define any goals. In clarifying the goal, be
as specific as possible. This specificity helps guide the discussion and ensure that the meeting remains focused. It also helps stakeholders prepare for the meeting. For example, if the goal is to finalize the budget for the next quarter or discuss new business, participants would come prepared with relevant data and insights.A well-defined goal also
helps set the meeting's tone and align everyone's expectations. This clarity leads to a more structured discussion and a more productive meeting overall.2. Invite participant inputinviting input from participants before finalizing the agenda is a critical step in creating a comprehensive and inclusive meeting plan. This involves reaching out to potential
attendees and asking if there's anything specific they would like to discuss or add to the meeting agenda.For example, if you're planning a meeting for a project team, you could send an email asking each member to suggest topics they feel are important to address. This could reveal issues or ideas you hadn't considered, ensuring a more well-rounded
agenda.Incorporating participant input not only makes the agenda more comprehensive but also increases engagement. When team members see their suggestions included, they feel valued and are more likely to participate actively in the meeting. It also ensures that the meeting addresses the concerns of all attendees.Gathering input can be done
through various channels, like email, shared docs, or team collaboration tools. The key is to make it easy for meeting participants to contribute and to ensure their suggestions are considered and, where appropriate, included in the final agenda.Read: 6-step guide to requirements gathering for project success3. Outline key questions for
discussionMaking a list of important things to talk about is important for keeping the meeting on track and focused. Start by identifying the main meeting topics that need to be addressed and framing them as questions.For instance, if the meeting is to discuss the progress of an ongoing project, key questions might include: What are the current
roadblocks in the project?How are we tracking against the project timelineWhat resources are needed to maintain the pace of work?These questions serve as talking points and a guide for the discussion, ensuring that all relevant topics are covered. They also help in structuring the conversation, making it easier for participants to prepare and engage
effectively.4. Define each tasks purposeEach task or topic on the agenda should have a clearly defined purpose. This transparency helps participants understand the importance of each discussion point and how it relates to the overall goal of the meeting.For example, if one of the agenda items is to review recent client feedback and performance
metrics, the purpose might be to identify areas for improvement in customer service. By stating this purpose, participants can focus their thoughts on this specific objective, leading to a more targeted and fruitful discussion.Defining the purpose of each task also helps prevent the meeting from going off track. When participants understand why a
topic is being discussed, they are less likely to veer off-topic, making the meeting more efficient.Read: How to prioritize tasks in 4 steps (and get work done)5. Allocate time for agenda itemsEffective meeting management requires allotting time for each item on the agenda. This includes determining the amount of time needed for each meeting topic
or task and scheduling the meeting appropriately.For instance, if you have five items on your agenda, you might allocate 10 minutes for a brief update, 20 minutes for brainstorming, and 15 minutes for discussing action items. This time allocation should be based on the complexity and importance of each topic.Effective time management requires
being realistic with your time estimates and factoring in extra time for unforeseen conversations or inquiries. This approach helps in keeping the meeting within the scheduled time frame, respecting everyone's time, and maintaining focus.6. Assign topic facilitatorsAssigning facilitators for each topic on the agenda can greatly enhance the
effectiveness of the meeting. A facilitators role is to guide the discussion, make certain that the conversation stays on track, and that all voices are heard.For example, if one of the agenda items is to discuss sales strategies, you might assign this topic to a senior salesperson. Their expertise and familiarity with the subject can help steer the
conversation productively.Facilitators should be chosen based on their knowledge of the topic and their ability to manage group discussions. They should also be briefed on their role and the expectations for the discussion.7. Write the meeting agendaFinally, compile all the elements into a structured and comprehensive agenda. The agenda should
include the meetings goal, a list of topics to be discussed with their purposes, time allocations, and assigned facilitators. This structure provides a clear roadmap for the meeting, ensuring that all important points are covered.Share the agenda with all participants well in advance of the meeting. This allows them to prepare and ensures that everyone
is on the same page. A well-written agenda is a key tool in running an effective and productive meeting.Free customizable meeting agendaTips to create an effective meeting agendalLets start with some of our favorite tips on creating great meeting agendas so you can make the most of yours:Create and share your meeting agenda as early as possible.
At the very latest, you should share your meeting agenda an hour before the meeting time. This allows everyone to prepare for whats going to happen. Your team can also relay questions or additional agenda items to you for a potential adjustment before the meeting. Besides, when your team members have a chance to properly prepare themselves,
theyll have a much easier time focusing during the meeting.Link to any relevant pre-reading materials in advance. This can be the presentation deck, additional context, or a previous decision. Everyone arriving at the meeting will be on the same page and ready to move the discussion forward rather than asking a ton of questions that take up relevant
time.Assign facilitators for each agenda item. Remember that feeling of being called on in school when you didnt know the answer? Its a pretty terrible feeling that were sure you dont want to evoke in your teammates. By assigning a facilitator for each agenda item before the meeting, you allow them to prepare for a quick rundown of the topic,
questions, and feedback. Define and prioritize your agenda items. Differentiate between the three categories of agenda items: informational, discussion topics, and action items. Clarifying the purpose of each agenda item helps your team member understand whats most important and what to focus on. Youll also want to prioritize which items are
most important and absolutely have to be discussed during the meeting and which ones can be addressed asynchronously, should the clock run out.Use your meeting agenda during the meeting to track notes and action items. That way, all of the meeting information is in one place. If anyone has questions about decisions or action items from the
meeting, they have an easy place to find it. Bonus: Do this in Asana so you can assign out action items and next steps to ensure nothing falls through the cracks. Asana also integrates with Zoom and pulls in your Zoom recording or meeting transcript directly into the meeting agenda task.Create flow by categorizing your agenda items. To maximize
productivity, youll want to create a meeting agenda that flows well. Batch similar items together and ensure they can build off of one another. For example, list any informational items before the discussion items so your team has all of the information going into the discussion. Allocate enough time for each item on your agenda. Nobody will complain
about a meeting that runs shortkeeping everyone longer than anticipated isnt as much fun. Plan sufficient time for each agenda item by calculating an estimated time and adding a couple of minutes as a buffer. This will help with keeping your team on track and moving on from a topic when the time runs out.By sticking to these best practices, you
can ensure that your meeting agenda is a reliable tool and does the jobbefore, during, and after your meeting.Read: 9 ways to improve your teams efficiency at workWhy are meeting agendas important?Whether you work from home and take virtual calls or sit in the office and meet in person, meetings can be incredibly draining. Beginning with some
small talk may be nice to get to know each other better or catch up on what everyone did this past weekend but it certainly isnt goal-oriented or productive. A meeting agenda can help your team maximize the potential of each meeting you hold. Our research shows that unnecessary meetings accounted for 157 hours of work in 2020, compared to 103
in 2019. Considering a 40-hour work week, thats almost four weeks of wasted time. This is where your meeting agenda comes in. If youre doing it right, writing your meeting agenda is the first and best indicator of whether or not your meeting is actually necessary. If you find that everything on your meeting agenda can be discussed asynchronously,
you can cancel the meeting and share your message in a time-saving email.That isnt to say all meetings should be replaced by emails. If youre sure that the meeting is justified and necessary in order to drive your teams progress, have that meeting. However, always make sure that you create an agenda before getting together so your team members
know what youll be discussing and why the meeting matters. Free customizable meeting agendaHere are a few more great reasons to have meeting agendas:Your agenda allows everyone to prepare for the meeting. Ideally, every item on your agenda will have a dedicated topic facilitator. When everyone going into the meeting knows what their
responsibilities are in advance, they have time to prepare and will be more efficient during the meeting.It shows youre considerate of your teams time. When your team receives a well-thought-out meeting agenda, theyll immediately see that the meeting is actually necessary. Besides, its also a roadmap that will keep you on track during the meeting
and ensure no time is wasted.An agenda sets clear expectations of what will and wont be discussed. Think of a meeting agenda as a way of setting boundaries and ensuring that only topics on the agenda will be talked about. If anything comes up during the meeting that needs to be discussed, write it down in your minutes and return to it later. Either
at the end of your meetingif you got through it faster than expectedasynchronously, or in the next meeting.It keeps your team on track. Your meeting agenda will prevent your team from drifting offwhether thats discussing non-agenda topics (like the barbecue at Kats place last night) or taking too much time for an item that had specific time
allocated. Your agenda will provide purpose, structure, and opportunities to collaborate. With a clear plan for everyone to follow, your team will go into the meeting knowing the purpose and goal of the meeting. Your meeting agenda also allows your team to direct their attention toward opportunities to collaborate, whether thats during a
brainstorming session, a town hall, or your daily standup.Track next steps and action items so nothing falls through the cracks. Keep your agenda open during the meeting to capture any next steps or action items. By adding them directly into the agenda, these items wont be forgotten when the meeting ends.Meetings are great opportunities for your
team to bond but the time spent on small talk can be worked into the first few minutes of the agenda rather than surfacing every now and then during the meeting, disrupting the flow and productivity or your teams discussion.Meeting agenda examplesWeve discussed what makes a good meeting agenda and what you should avoid doing but, as
always, its easiest to learn from a real life example. Lets take a look at a project kickoff meeting agenda created in Asana:Free customizable meeting agendaAs you can see, each item has a timebox and a teammate assigned to ensure everyone knows when its their turn and how long they have to lead their discussion or give their presentation. The
agenda also has relevant files attached and is shared with all team members for visibility and better collaboration.Meetings are a staple in the professional world, each with its own unique focus and dynamics. Understanding how to tailor your meeting agenda to the type of meeting you're conducting is key to ensuring effective communication and
teamwork. Here are some common types of meetings and examples of how to structure their agendas.Team meeting agendaTeam meetings serve as a platform for team building, decision making, and brainstorming. They can vary in frequency and duration but are essential for ensuring alignment and forward momentum. Effective team meeting
agendas should include recurring items for regular meetings and space for new, ad-hoc topics. Its also vital to track next steps and responsibilities assigned during the meeting. An example of a 45-minute team meeting agenda might cover metrics, a round-table plan, identification of blockers, and recognition of team members' contributions.Daily
Scrum meeting agendaDaily scrum meetings, or stand-ups, are brief, focused gatherings aimed at keeping the team aligned during a sprint. These meetings typically cover blockers, a recap of the previous days work, goals for the current day, and progress towards sprint goals. The agility of these meetings helps in maintaining momentum and
addressing issues promptly.Project kickoff meeting agendaProject kickoff meetings bring together cross-functional teams to start a new project. These meetings set the tone for the project and align everyone on objectives and expectations. The agenda should cover the project brief, roles and responsibilities, meeting cadence, actionable next steps,
and a Q&A session to clarify doubts and ensure everyone is on the same page.Retrospective meeting agendaA retrospective meeting is a type of recurring meeting focused on reflecting on a past period of work, usually at the end of a project cycle or sprint. Its main purpose is to share information among team members about what worked well and
what didn't. During the meeting, the entire team discusses various meeting topics, including successes, challenges, and blockers that impacted their work. This process helps in identifying areas for improvement and developing strategies to address any issues. Retrospective meetings are vital for continuous team development and ensuring better
outcomes in future work cycles.One-on-one meeting agendaOne-on-one meetings, whether they are between a manager and a direct report, peer-to-peer, or skip-level, are crucial for discussing work projects, roadblocks, and career development. They are foundational for building trust. A good agenda for these meetings should balance topics like
motivation, communication, growth, and work-related discussions. Avoid status updates; those are better suited for stand-up meetings. Sample questions for a weekly one-on-one might include assessing highlights and lowlights of the week, discussing any blockers, and inquiring about work-life balance.Remote one-on-one meeting agendaRemote one-
on-one meetings require a slightly different approach, with a focus on rapport-building and clear communication. Since physical presence is lacking, these meetings benefit from a shared online agenda accessible to all participants. Key points could include checking in on general well-being, discussing current work assignments, and addressing any
immediate concerns or assistance needed.Read: Why one-on-one meetings are crucial to your teams successSkip-level meeting agendaSkip-level meetings, involving senior managers and employees not in their direct report chain, offer a chance to connect across organizational levels. These meetings are ideal for discussing broader career
development and providing feedback to senior leadership. Agenda items might cover clarity on company strategies and goals, personal professional objectives, and suggestions for organizational improvements.Leadership team meeting agendal.eadership team meetings are vital for strategic decision-making and issue resolution at the highest levels of
an organization. An effective agenda for such meetings might include personal updates, reviewing key metrics, sharing wins and insights, discussing important messages, addressing pressing issues, and allocating time for an open discussion or "hot seat" session where specific topics are addressed in-depth.Each type of meeting, be it an all-hands
gathering, one-on-one discussion, performance review, or team brainstorming session, requires a thoughtfully crafted agenda to avoid unproductive meetings and keep discussions on track. By using these meeting agenda examples, you can ensure that each meeting, regardless of its format, contributes meaningfully to the organization's goals and
enhances teamwork and collaboration.Read: 5 tips for leading great meetingsRunning an effective meetinglts one thing to have an amazingly organized and detailed agenda that your team can reference before the meetingusing it as a tool during the meeting is a whole other ballpark. These tips will help you make your meeting agenda as useful
during the meeting as it is as a preparation toolStick to your agenda. The best agenda becomes useless if you dont stick to it during the meeting. Try not to bounce back and forth between agenda items but rather stick to the priorities you established earlier.Stick to your timeboxes. It absolutely helps release some tension and lighten the mood if you
have a bit of small talk or a quick check-in at the beginning of your meeting. Thats why you should allocate three to five minutes to thisand stick to the timeframe. Pictures of Kabirs sons adorable Halloween costume can be shared elsewhere so you have enough time to reach your meetings goals now.Designate a note taker. At the beginning of the
meeting, designate a note taker who will write down any questions, feedback, tasks, and ideas that come up during the meeting. You can rotate this position so everyone on your team gets to contribute at some point. Ideally, these notes are taken in the same place as the meeting agendathis will make it a lot easier for team members to follow the
notes and link them to agenda items. Notes can also be directly entered into Asana for real-time updating and trackingFollow up after the meeting. Typically, the note taker will be responsible for following up with the meeting notes afterward. The notes should include any decisions that were made during the meeting, tasks that need to be completed,
and questions that remained unanswered. If possible, assign teammates and add due dates to action items to keep accountability high. To ensure that these action items are tracked and completed, they should be promptly added to our Asana project management tool.Read: How to write a memo for effective communication (with template)Make the
most out of every meetingWith Asana, you can keep your meeting agenda, meeting minutes, and meeting action items in one place. Effortlessly share the agenda with your team and assign agenda items in real time so nothing falls through the cracks.Streamlining your meetings with one central tool will reduce the amount of work about work your
team faces, connect everyone to the purpose of the meeting, and allow for productive meetings everyone enjoys.Free customizable meeting agendaTeam meeting agendas help you prioritize important topics and keep things running smoothly and efficiently, so your team walks away from the meeting feeling motivated and aligned. All agendas are not
created equal; read our tips to learn what to include on every agenda, and how to tailor your agenda depending on the goals of your meeting. Templates are a helpful jumping-off point, and can be tailored to meet the needs of your particular meeting. Imagine youre knee-deep in work, laser-focused, and ready to tackle the next task on your lengthy
list. Nothing can stand in your wayexcept for the meeting you have in 10 minutes. Now imagine that you come out of that meeting inspired and motivated exhilarated, even. And despite that dreaded context-switching, youre able to pick up right where you left off with even more gas in the tank. This is how productive and effective meetings should
make you feel. But how do you get there? Your secret weapon might just be a team meeting agenda. Too often relegated to an afterthought, this handy tool can go a long way to help you run more effective in-person or virtual meetings. It helps with managing time, setting expectations, and staying on the task at hand. Agendas ensure that you have a
clear purpose and that you can achieve the goals you set, whether youre plotting your quarterly budget or creating a project timeline real, shareable results. Team meeting agendas also help you prioritize the things you want to talk about, so you can guide your team through the most important topics of the week. Leading productive, fruitful meetings
doesnt always come naturally and thats okay. Follow these helpful tips for creating an effective team meeting agenda, including a few free templates to get you started and a video with tips on how Atlassian approaches meeting agendas, taken from Atlassian Universitys course How to Run Effective Meetings. A team meeting agenda is an organized
and scheduled list of topics and action items that you plan to discuss with your team during a meeting. Its there to help you prioritize the most important topics and keep things running smoothly and efficiently so your team walks away from the meeting feeling motivated and aligned. But its not enough to jot down a simple list of topics and put a time
stamp next to each one; it actually takes a fair amount of thought and effort to organize an effective team meeting agenda. The most effective team meeting agendas are well-planned, clear, and concise. Here, it really helps to take a step back and put yourself in your teams shoes. Be sure to consider your audience and what they already know; the
purpose of your meeting (are you trying to solve a problem, brainstorm ideas, or make a decision; and how you can make your meeting as engaging and memorable as possible? After skimming the agenda items, all team members should understand the purpose of the meeting and their roles within it, as well as anything they need to prepare for like
questions about a certain project or deadline. This kind of preparation eliminates distractions and keeps the momentum going, leading to a more productive meeting. Here are five ways to create an effective team meeting agenda. Tailor your agenda to each meeting. Not all meetings are created equal, and not all agendas should be either. Maybe your
weekly team meeting agenda needs a space for wins and shoutouts, but your workshop meeting agenda doesnt. Because there are many types of meetings, do your best to format your agenda in a way thats appropriate for your meeting and your team. Prioritize your agenda items. Theyre the meat of your entire meeting the reason(s) youve decided it
was worthwhile to pull everyone away from their work and discuss each topic. Thats why its absolutely necessary to prioritize each item from highest priority to lowest priority, with the understanding that youll push the lowest-priority items to the next meeting if you run out of time. Include an icebreaker or other team-building activity. Icebreakers
set a more casual tone (if thats what youre going for), and serve as a way to engage each person on the team. But keep in mind the size of your team and the length of your meeting. A complex icebreaker with 20 participants could take up your whole meeting. Hold enough time for questions and discussion. A well-planned meeting holds more than a
measly 60 seconds for questions at the end. Reserve enough time to discuss the items on your agenda and encourage participation. Instead of asking, Do you have any questions? Try rephrasing it as What questions do you have? Its a lot easier to shake your head no and get on with your day rather than thinking about questions for the agenda items.
This could also spark healthy debate and spars. End on a positive note. Saving a few minutes to give team members some kudos will leave them feeling valued and motivated whens the last time you got an appreciative shoutout and did less work afterward? Whether its calling out people individually or thanking everyone as a group, your team will see
that their hard work doesnt go unnoticed. On a more granular level, here are some characteristics at the core of most or all team meeting agendas. Every team meeting agenda should include the following basic elements to keep everyone in the loop: Date, time, and location: These details are especially important for dispersed teams. Be mindful of
where everyone is and specify which time zone youre in. As for the location, these days it might be a Zoom link or another chat channel instead of a physical location, so dont forget to include that as well. Objective and goals: Use this as your North Star. Ask yourself, What type of meeting is this? What am I trying to get out of it? Be straightforward
with everyone else about it so everyones on the same page and stays focused on the task at hand. Facilitator and attendees: You dont necessarily have to take attendance, but keeping track of whos running the show can orient team members about who to notify in case they cant make it to the meeting or if they have something to add to the agenda.
Agenda items: The purpose of agenda items is to make it crystal clear to the team what topics youll be discussing, what you want to accomplish within that item, and any action that needs to be taken. Keep it brief and avoid using jargon so everyone has a crystal-clear understanding of whats to come. Time for each topic: Indicating an estimated time
for each agenda item is crucial to keeping your meeting on track and on pace. Team check-in: Whether or not you do an icebreaker, find time to check in with your team members and their well-being. Its important to show compassion and make sure they know you also care about factors that might be affecting them outside of work. Check-ins also
ease your team into the meeting before diving right into business. Its also worth noting that agendas need to be circulated to all participants at least a day before the meeting. Doing so ensures that your team has had a chance to review what projects and assignments will be covered so that they come prepared for discussion. You might also welcome
some feedback from your team in case you missed a thing or two. Curious about how we approach meeting agendas at Atlassian? Check out this clip from Mark Cruth, Atlassians resident Modern Work expert and evangelist. Focused on practice over theory, Mark spends his days coaching both Atlassian and customer teams on new ways of working.
For more practical tips, enroll in the How to Run Effective Meetings course from Atlassian University its completely free. You might be wondering whether its worth your time to create an agenda. Although it can be a lot of work upfront, the amount of time you put into making a clear agenda can be compensated for by the efficiency of your now-
wildly-productive meeting. There are tons of free templates to choose from online dont hesitate to tailor them to your meetings particular needs. To start, check out our top team meeting agenda Confluence templates (downloadable with a free account) and explore how you can make each one your own. Subscribe to Work LifeGet stories like this in
your inbox When was the last time you left a meeting asking, "what was the point of that?" If youre like a lot of workerswho lose an average of three hours per week to unnecessary meetingsthe answer is probably a lot more often than youd like. Unfocused, unproductive meetings might feel like an inevitable part of office life, but it doesnt have to be
that way. Clearly defining the meetings purpose and goals, setting expectations for team members, and clarifying whos responsible for what can put the meaning back into meetings. Thats where a meeting agenda template comes in. What is a meeting agenda?At its most basic, a meeting agenda is an outline of the topics and talking points your team
can expect to discuss during a specific meeting. A well-crafted meeting agenda helps create effective meetings by aligning your team on the purpose of the meeting and setting meeting expectations. By clearly outlining who on the team is responsible for which topics, the priority of those topics, and the length of time allotted for each point of
discussion, you can keep the meeting on track and purposeful. What is a meeting agenda template?A meeting agenda template is a reusable resource that lays out the basic elements of a meeting. For a meeting to be effective, it has to have a purpose and clearly defined expectations. A meeting agenda template helps facilitate this by clarifying what
the meeting will cover, the roles and responsibilities of each team member, and any resulting action items. For example, your meeting agenda template might include topics of discussion, as well as which team member owns each topic and how long they have to discuss the topic during the meeting. With our free meeting agenda template, you can
remove the upfront work of creating a meeting agenda for every meeting, allowing you and your team to start collaboratingand accomplishing high-impact workfaster. Plus, using a meeting agenda template within a work management platform lets you organize information from previous meetings (like meeting minutes and notes) all in one easily
accessible place. With a meeting agenda template, you can:Standardize how you run meetings. Get everyone on the same page about the meetings purpose, goals, and responsibilities. Use meeting time effectively. Foster productive meetings through focused discussions, designated topics, time allotments, and topic prioritization. Capture action items
as they happen in real time, and assign them to the correct team members to ensure clarity on next steps. Streamline your project management process, coordinate work, and encourage team collaboration in one easily accessible place.Use templateTypes of meeting agenda templates While our basic meeting agenda template serves as a useful
baseline for everything from one-off syncs to weekly staff meetings, some meetings require a more specific structure. For example, running a one-on-one meeting with a direct report is pretty different from holding a board meeting with a board of directors and outside stakeholders, hence the need for a specific team meeting agenda. No matter what
type of meeting youre running, theres probably a template for it. Take a look at the types of meeting templates available to find the right one for your needs. Project kickoff meetings: Start your project off on the right foot and get your team on the same page with a project kickoff meeting. Use this kickoff meeting template to organize and standardize
kickoff meetings across projects. One-on-one meetings: A one-on-one meeting template helps you set up your one-on-one meetings for success. It provides a place for you and your direct reports to plan out discussion points and track action items and career progress. Weekly team meetings: Enhance productivity and team collaboration by regularly
discussing progress, new business, challenges, and upcoming tasks in a structured weekly team meeting.Team brainstorming meetings: Get the creative juices flowing and ensure you never forget an idea with a team brainstorm meeting template. Organize and track ideas as you go and assign follow-up tasks to turn those ideas into actions. Company-
wide meetings: Streamline your all-hands meetings and get your organization on the same page with this company-wide business meeting template, designed to help you plan and manage the logistics for company town halls and similar events. Board meetings: Make your formal meetings effective by clarifying meeting goals and priorities with a
board meeting agenda template. Sprint planning meetings: Get your cross-functional team or Scrum team on the same page and keep your sprint on track with a sprint planning template. Standup meetings: Standup meetings, or all-hands meetings, are quick ways for team members to check in with each other, share status updates, and ensure the
project is progressing smoothly. Streamline this process and remove blockers with a daily standup meeting template. Postmortem meetings: A successful postmortem meeting should highlight what went well with a project and what you can improve moving forward. Use this postmortem template as a framework for your retrospective meetings. Sales
meetings: Track sales wins, upcoming initiatives, pipeline updates, and other important metrics with a sales meeting template.Performance review meetings: Streamline performance reviews with a performance review meeting template that lets you capture feedback and turn it into actionable takeaways with ease.What to look for in a meeting
agenda template A basic meeting agenda template should include elements that will help define the goals of the meeting and keep the meeting running smoothly, such as:A meeting overview section to keep track of the goal of the meeting, as well as the meetings facilitator and attendees.A section for topic suggestions, including the discussion points
for each meeting, as well as who on the team owns each topic.A section for action items that come out of each meeting, as well as who owns each task and the corresponding due date. A reference section where you can keep helpful materials, such as previous meeting recordings, slideshow presentations, and meeting notes. How to use our free
meeting agenda templateWhether youre starting with our free team meeting agenda template or creating your own, using it is easy. To begin, ask yourself the following questions:Whats the purpose of the meeting? Are we aiming to review ongoing projects or explore new business opportunities? What are we hoping to accomplish? What decisions
does the team need to make at the meeting? What topics will the team discuss, and which are the highest priority? Who will be involved in the meeting? Whats the purpose of their involvement? What are their responsibilities?How long should the meeting be? Once youve answered these questions, simply make a copy of the meeting agenda template
and follow these steps: Fill out the meeting overview. Include important meeting information, such as the meetings purpose, the meeting attendees, and the meeting facilitator.List discussion topics and talking points. In the topic suggestions section, list the discussion topics or agenda items you plan to cover in the meeting. Be sure these topics map
back to the meetings overall goal, and consider the meetings length to keep your time productive. Arrange the topics in priority order, so meeting members know which topics they must address and which are less important, in case you run out of time. Assign talking points to attendees. Once youve determined which topics the team needs to discuss,
assign an owner to each topic to allow your team members to prepare for the discussion beforehand.Allocate a realistic amount of time for each topic by estimating the amount of time you anticipate the discussion taking and adding in a few minutes as a buffer. Send the agenda to team members early so each attendee has time to prepare for and
understand the purpose of the meeting. Add a reference section for helpful materials, such as previous meeting learnings, docs, recordings, and relevant resources. Use the meeting agenda to track action items that come out of the meeting, as well as corresponding owners and due dates, so each meeting attendee knows what theyre responsible for
and by when, in preparation for the next meeting.Integrations and apps to use with your Asana template Bring all your work together in one place by connecting your meeting agenda template to your favorite apps and using our built-in features.Integrated featuresList View. List View is a grid-style view that makes it easy to see all of your projects
information at a glance. Like a to-do list or a spreadsheet, List View displays all of your tasks at once so you can not only see task titles and due dates, but also view any relevant custom fields like Priority, Status, or more. Unlock effortless collaboration by giving your entire team visibility into whos doing what by when.Custom fields. Custom fields are
the best way to tag, sort, and filter work. Create unique custom fields for any information you need to trackfrom priority and status to email or phone number. Use custom fields to sort and schedule your to-dos so you know what to work on first. Plus, share custom fields across tasks and projects to ensure consistency across your organization.
Subtasks. Sometimes a to-do is too big to capture in one task. If a task has more than one contributor, a broad due date, or stakeholders that need to review and approve before it can go live, subtasks can help. Subtasks are a powerful way to distribute work and split tasks into individual componentswhile keeping the small to-dos connected to the
overarching context of the parent task. Break tasks into smaller components or capture the individual components of a multi-step process with subtasks. Adding tasks to multiple projects. The nature of work is cross-functional. Teams need to be able to work effectively across departments. But if each department has their own filing system, work gets
stalled and siloed. Asana makes it easy to track and manage tasks across multiple projects. This doesn't just reduce duplicative work and increase cross-team visibility. It also helps your team see tasks in context, view whos working on what, and keep your team and tasks connected.Recommended appsZoom. Asana and Zoom are partnering up to help
teams have more purposeful and focused meetings. The Zoom + Asana integration makes it easy to prepare for meetings, hold actionable conversations, and access information once the call is over. Meetings begin in Asana, where shared meeting agendas provide visibility and context about what will be discussed. During the meeting, team members
can quickly create tasks within Zoom, so details and action items dont get lost. And once the meeting is over, the Zoom + Asana integration pulls meeting transcripts and recordings into Asana, so all collaborators and stakeholders can review the meeting as needed.Clockwise. With the Clockwise + Asana integration, you can add Asana tasks as time
blocks in your Google Calendar. The Clockwise + Asana integration allows you to specify the duration of tasks, when they happen, and whether Clockwise can automatically reschedule them. Add tasks to your calendar and make time to get work done.Microsoft Teams. With the Microsoft Teams + Asana integration, you can search for and share the
information you need without leaving Teams. Easily connect your Teams conversations to actionable items in Asana. Plus, create, assign, and view tasks during a Teams Meeting without needing to switch to your browser.Vimeo. Text may get the point across, but written words lack tone, emotion, and expression. With video messaging in Asana,
powered by Vimeo, you can give your team all the context they need, without having to schedule another meeting. Record short video messages of yourself, your screenor boththen embed the videos in tasks, projects, messages, and comments to provide additional clarity and context. A transcript of the recording is automatically created by Asana,
making it readable and searchable. Give feedback, ask questions, and assign tasksall without leaving Asana.FAQsA meeting agenda template helps clarify meeting goals and keep the meeting productive. It defines the meetings objectives and sets expectations for team members around meeting responsibilities. Your meeting agenda template should
have a section for the topics you plan to discuss, a section for the action items that come out of the meeting, and a reference section for previous meeting recordings and notes. A successful meeting agenda template should also include space to document the owners of each meeting topic and the amount of time and priority status for each topic.A
great meeting agenda should define the purpose of the meeting, as well as tell your team what to expect during the meeting and give them an idea how to prepare for it. To learn more about how to create one, check out our tips for writing an effective meeting agenda.Teams that plan their meetings with Asana save time and keep track of important
details. See for yourself today.Have you ever attended a meeting where nobody seemed to know what was going on, the conversation veered off topic, and you left without the faintest idea what to do next?A team meeting without an agenda is more than just unproductive; it can waste valuable time and cause people to lose focus.Learn how to create a
meeting agenda from what to include to how Slack can support you and turn meetings into focused sessions that boost productivity. Why make a team meeting agenda?A meeting agenda defines the purpose of the meeting and creates the structure needed to guide it effectively. Its the road map that prioritizes important topics and ensures everyone
leaves the meeting knowing exactly what to do next. Agendas can also help keep the conversation focused, so meetings dont go longer than scheduled, and everyone can get back to work as quickly as possible.Set meeting expectationsA structured agenda sets a meetings expectations so that attendees understand its goals and their responsibilities. As
a best practice, agendas should be shared with attendees beforehand so they have a chance to review and prepare. Agendas help set the flow of the meeting, making it less likely for anyone to stray off topic. They also let attendees know if theyre responsible for any part of the meeting, so they have time to prepare materials if necessary.Time
management and meeting efficiencyWhen the host of a meeting doesnt prepare an agenda, they may let discussions meander as long as people feel like talking, or stray to topics that have nothing to do with work. Agendas set goals and time limits to keep meetings focused and efficient for everyone.You may want to consider including estimated time
allotments next to each agenda item, so hosts and attendees know when theyve spent enough time on a topic and need to move on.How to create a meeting agenda: A step-by-step guideWhether youre creating an agenda for a weekly team meeting, a client presentation, or a leadership strategy session, use a customizable meeting agenda template as
a starting point. As you work on your agenda, follow these steps to make it even more effective:Step 1: Identify the purpose of the meetingClear objectives steer productive conversations. Thats why your first step is to define the meetings goal: This is what you hope to accomplish.This purpose should be specific and lead to tangible outcomes like a list
of ideas, a business decision, or a performance improvement plan. If additional actions are necessary, attendees should leave the meeting with specific next steps.When youve determined your meetings objective, write it at the top of the meeting agenda.Step 2: List key discussion topicsNext, decide what topics to cover during the meeting. This could
include information to share, problems to discuss, or questions to ask attendees. Whatever you put on the list, make sure its absolutely necessary to achieve the meetings purpose.Consider posting agendas to your teams Slack channel to make things more collaborative. This way, anyone can add an item, suggest a topic, or simply view the agenda
ahead of time.Step 3: Allocate time for each topicOnce youve chosen each agenda item, estimate the time it may take to adequately cover each one. This will help keep the discussion focused while ensuring theres sufficient time for any questions or discussions.Its also helpful to think about a logical order for each agenda item to make the most of
everyones time. For example, if some topics on the agenda only pertain to a handful of your team members, put them at the end, and let people know they can drop off the call at that time if needed.Step 4: Designate topic leadersAssign specific roles like facilitator, timekeeper, and note-taker so all attendees know what theyre responsible for before
the meeting starts. If you use huddles for your team meetings, Slack AI can not only take notes for you, but it can also send notes, summaries, and transcripts to attendees post-meeting.Be sure to identify the people who should be prepared to present or contribute to an agenda item. For example, if you need to know whats going on with a project
nearing completion, assign the project manager to give a brief status update during the meeting.Step 5: Include time for Q&A or open discussionOnce all essential topics are covered, make time for team members to ask questions or raise topics not on the agenda. This gives your team a chance to contribute and can encourage everyone to stay
engaged.Include the Q&A/open discussion on the agenda, as well as the time it may take to cover. Invite attendees to think ahead of time about what they want to bring up. Teams can also use a Slack canvas to let attendees add discussion questions as the meeting progresses.Types of team meetings and their agendasFrom casual brainstorming
sessions to tightly organized project kickoffs, meetings vary greatly. No matter the style, though, one thing stays the same: having an agenda helps keep things on track and productive.Of course, what goes on the agenda depends on the meeting, but many follow a similar structure. Heres how to put together an effective agenda for a few of the most
common meeting types:Weekly check-ins and updatesWeekly meetings bring together people who work on the same team or project so they can discuss progress, share ideas, and tackle challenges.These are important opportunities to touch base, but can often feel redundant if theyre held too often or last too long. A team meeting agenda template
that keeps the conversation focused may include:Quick status updates from relevant team membersAddressing current challenges, including workloads, bottlenecks, or other roadblocksNext steps and action items alignmentProject kickoff meetingsProject kickoffs help ensure everyone understands a projects scope, goals, and timeline, as well as their
unique responsibilities. Creating a meeting agenda ahead of a kickoff meeting is important for its success, since it often must cover a lot of information in a short period of time.A kickoff meeting agenda might include:A project overview, including its scope and deliverablesTeam members roles and responsibilitiesTimeline and key milestonesA
communication planQ&A periodNext steps and action items alignmentBrainstorming sessionsBrainstorming sessions are much more flexible than most meetings, but that doesnt mean they dont need an agenda. The most productive brainstorming sessions still follow a simple meeting agenda to help focus everyones creativity.An agenda for a
brainstorming session might include:Goals alignmentidea generationldea evaluationNext steps and action items alignmentRetrospective or feedback meetingsProviding feedback or critiquing progress can be difficult, but its necessary for growth. In a retrospective meeting (a meeting to review project performance) or feedback meeting (one dedicated
to constructive feedback), its important to emphasize what went well while identifying opportunities for growth.An effective retrospective meeting agenda might include:Wins/strengths recognitionimprovement opportunities discussionImprovement plan developmentBrief Q&ANext steps and action items alignment Using technology to create better
agendasFrom sharing agendas digitally to writing them with help from AI, tools are available to support agenda creation and management. These strategies can help you use technology to optimize your agenda creation process:Creating agendas with digital toolsSlacks collaboration features make it simple for teams to share documents and other
information relevant to meeting agendas and give feedback in real time. Teams can also use third-party tools like Leadr and Fellow to automatically prompt attendees to contribute to a meeting agenda from right within Slack.Slack Al pulls from data already in Slack to create channel recaps and thread summaries to help you build meeting agendas
faster. Teams can also assign Al agents like Agentforce to draft meeting agendas using automated workflows, or chat directly with Agentforce to add topics to an agenda.Enhancing collaboration with SlackOnce your agenda is built, you can use project management software to share it and visualize timelines and individual responsibilities. For
example, you can integrate Slack with tools like Google Calendar, Trello, and Asana to share agendas and real-time notifications.Slack also enhances collaboration with huddles and canvases. Huddles let teams meet informally (via video or audio), while digital whiteboards (canvases) let teams share notes and resources in real time all without leaving
Slack.Heres how to use huddles:During the meeting, use Slack Al to summarize the conversation, or have an Al agent capture and send out meeting minutes to the team after it ends. Turn agents into digital teammates that can create and assign action items to team members or launch related workflows directly in Slack.Following up after
meetingsMeetings are worthless if they dont lead to tangible results like increased productivity or performance improvements. Follow these steps to make sure your meetings benefits last long after it wraps up.Documenting key takeaways and decisionsAnything not documented runs the risk of being forgotten or misinterpreted. Thats why its
essential to record meeting minutes. You can streamline meeting minutes with a template or use Slack Al to take minutes for you.Some tips for taking (and sharing) effective meeting notes include:Sort topics by priority or team memberConsolidate notes after the meetingHighlight only essential information, including next stepsShare notes via team
channels or canvases for easy visibilityAssigning action items and deadlinesNext steps are a critical part of translating your meeting into tangible action. Dont end a meeting without making sure everyone knows what their action items are and when theyre due. It can be helpful to send a next-steps summary to a team channel to ensure alignment. You
can also let Agentforce identify and message your teammates in Slack. Agentforce can send direct messages through prompts or as part of your workflow to automatically remind people of next steps.Team meeting agenda template Date: [Date]Time: [Start time] - [End time]Location: [Location or link] Welcome and introduction (5 minutes)Objective:
Briefly outline the meetings purpose and objectivesLed by: [Facilitator] Review of previous meeting minutes (10 minutes)Objective: Confirm accuracy and follow up on action itemsLed by: [Note-taker] Key topic 1: [Topic title] (20 minutes)Objective: [Describe the goal, e.g. Discuss and decide on the new marketing strategy.]Led by:
[Presenter]Discussion points: [List specific points to be discussed] Key topic 2: [Topic title] (20 minutes)Objective: [Describe the goal, e.g., Evaluate the current project status and next steps.]Led by: [Presenter]Discussion points: [List specific points to be discussed] Open discussion and Q&A (15 minutes)Objective: Address additional topics or
questions from the team.Led by: [Facilitator] Action items and next steps (10 minutes)Objective: Summarize decisions made and assign follow-up tasks.Led by: [Facilitator]Assigned To: [Name] - [Task] - [Deadline] Feedback and adjournment (5 minutes)Objective: Gather feedback and conclude the meetingLed by: [Facilitator] Do more with structured
meeting agendasAvoid meetings that get derailed or waste everyones time. Create an agenda that gives your meetings structure, focus, and concrete takeaways. This not only helps you keep your team on track, but it also ensures you meet the goals you set. Use Slacks powerful collaboration tools and Agentforce to build agendas faster, get input from
the whole team, and increase meeting success and productivity. FAQsWhat should you do if you dont cover the full meeting agenda?If you run out of time during a meeting, you can table the remaining topics and schedule a brief follow-up to cover them. Alternatively, you could address outstanding topics using digital tools like Slack huddles or team
channels.How can remote teams use meeting agendas?Remote teams benefit from meeting agendas in the same way that in-person teams do. Remote teams can use Slack to collaborate on meeting agendas in real time by adding new resources or notes to a shared digital document.Are there any tools to help create meeting agendas?Several tools
support meeting agenda creation. Project management software lets you view ongoing tasks and timelines, which can be added to a meeting agenda. Collaboration features like Slack canvas let you create agendas with input from your team.If you want a tool that can help you write an agenda, lean on AI assistants for content generation for support.
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