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Meeting 
AGENDA

1. Reiterate your objective
'We are gathered here today…' Just kidding – well, sort of. Spend two minutes at the top of your meeting to 
reiterate the goal you’re collectively working for and the purpose of the meeting. 'Today, our goal is to X.'

2. Share a win
Start with a win, something worth celebrating. This phase can get frustrating and focused on the problems, 
keeping the good news top of mind helps to keep everyone motivated and engaged.

3. Round table project update
Don’t confuse this 'update' with everyone rattling off what they’ve done in the week. Keep updates focused 
on what needs to get done, why and what the impact is on the project. Understand that people will not 
always get everything done on time. This is your opportunity to make sure everyone’s priorities and tasks are 
in line.

4. Roadblocks and risks
The round table project update will give you great information to now think about the roadblocks and risks 
that are coming. Focus on short term (what might happen in the week) and long-term (what might happen 
in a month, or two months from now). This is your biggest opportunity to solve problems and eliminate 
obstacles.

5. Deadlines and major milestones
Clearly state the important dates coming up, whether it be an upcoming presentation, the beginning of a build 
or a new staff member joining. Make sure everyone in the team is aware of the important dates.

6. Budget
This item won’t be relevant to every team member and every project, but it might be relevant to spend some 
time talking about where you are in your budgeting. Are you over or under, and what needs to be prioritised 
to stay in line?

Putting an agenda in place helps people to be clear on what they will be 
asked to report on at meetings. Feel free to customise this agenda to meet 
the needs of your project and be sure to provide notes after each meeting 
that cover key decisions made and actions and deadlines committed to. 

The better prepared you are for a meeting the 
better the results will be. Set aside some time in 
advance of the meeting to plan and prepare.




