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	Template for effective team meeting agendas and Action Minutes:  Meetings are the most costly communication activity in many organizations.  Although many of us find that over half of our time is spent interacting with others in meetings, there seems to be a general feeling of frustration when it comes to attending them largely because of ineffective processes, inefficient forms and facilitators who are unable to intervene at crucial moments.  If used properly, both the meeting agenda and the action minutes are forms that can be central to keeping members accountable.




Goals: To provide organizations two forms for improving their meeting processes, in tandem with planning and evaluating meetings.  An agenda can help to clarify a meeting’s structure, desired purpose and proposed outcomes.  It can also clarify who should and shouldn’t attend a meeting and help a facilitator plan for unexpected issues.  

Group Size:  Any number of participants.


Time Required:  Prepare to set aside 10 – 20 minutes of preparation time before using both forms.  It takes time to review old minutes before preparing an agenda, as well as asking other team members for agenda items to be included.  

If you’ve never used action minutes before, taking time to review the form will help you be better prepared to use it. Be sure to capture the essential information and ask the facilitator or other team members to assist you if you don’t hear other members clearly committing to specific tasks and/or a timeline for the completion of said tasks. 

Materials:  

· Paper to print agenda 

· Or cut and paste these into a laptop so that you can take minutes or work on the agenda from your pc.

Physical Setting:  N/A
Process:

1. Print the team groundrules on the agenda form for easy reference.  

For each agenda item, include any preparation needed from the 

participants such as reading proposal notes, reviewing previous meeting minutes, reflecting on action needed, etc.  The “item sponsor” is 

the person responsible for preparing the material and bringing 

it forward to the group; they should also know the possible 

outcome.  The outcome might be a decision made by the

group, potential solutions to a problem, agreeing to a 

proposal that will be brought to a board meeting, etc. 

Three items that should be included in every meeting:  

review previous commitments made in other meetings, start the agenda 

for the next meeting, and evaluate the current meeting and make

suggestions for the next meeting.

2. When using action minutes, the note taker should focus on brief 

summaries of the discussion.  Capture the essence of the conversation and then include the action steps agreed upon, who committed to do the work and when it will be completed.  For example:  “We discussed three steps at resolving the current vacation schedule dilemma.  Judy agreed to talk to Scott in HR and send us the three proposals in depth by e-mail a week before the next meeting and to include a final discussion and decision at the next meeting.” 
Evaluation:  Evaluation of the current meeting can be as simple as asking the question, “What went well at this meeting and what could we improve upon?”  Another option is to do a Plus/Delta and ask for comments for each side.  An additional suggestion is to ask these questions during the meeting in order to intervene and improve the meeting as it occurs.

Agenda Template for Team Meeting

	Meeting Date
	
	
	Location
	

	Facilitator
	
	
	Minute Taker
	

	Team Groundrules
	
	
	
	

	Agenda Item
	
	Preparation needed
	Item Sponsor
	Possible Outcome

	1.Review agenda with status reports on previous commitments
	
	
	
	

	2.  Other items
	
	
	
	

	3.
	
	
	
	

	4.  Next Agenda
	
	
	
	


Action Minutes Template for Team Meeting

	Meeting
	
	
	Date
	

	Facilitator
	
	
	Minute Taker
	

	Participants
	
	
	Next Meeting
	

	Agenda Item
	Brief discussion, notes, decisions made
	Action Steps/Follow-up
	By Whom
	By When

	1.
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	Results from Meeting Evaluation
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