BUILDING
GREAT
AGENDAS

Getting
down to
business

Picture this: a new project and a new team. You’ve been asked to lead the first meeting
since you’ve worked with all the players. The meeting time arrives. Everyone shows up.
You open with a description of the challenge you face together. Everyone’s excited about
the possibilities. . .

Sixty minutes later, you check your watch again while Robert repeats the same point Susan
made half an hour ago. There are over 20 possible approaches scratched on three
flip charts. The room’s full of hot air, and that’s about all that’s clear.

We’ve all been to meetings that lacked focus. You can save yourself and others this
frustration by setting and following a practical agenda. Think of an agenda
as a roadmap that will ensure your meeting serves its purpose.

Where do you find agenda items?
The measure of a great agenda is its relevance to the meeting’s objective and its importance
to the participants. To anticipate and plan for relevance, ask three questions:
1. To achieve our objective, what do we need to do in the meeting?
2. What conversations will be important to the people who attend?
3. What information will we need to begin?

Agenda items can be:
• Set by the group leader.
• Developed from prior meeting minutes.
• Standardized for periodic meetings of a work group (i.e., old business, new business,
status review).
• Determined by a structured group process for planning or decision making.
• Submitted in advance by meeting participants.
• Proposed by participants at the beginning of the meeting.

When do you create the agenda?
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