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LEADERSHIP & MANAGEMENT
Team Meeting Agenda Form
Leadership & Management  |  White Cube Consulting

	MEETING:
	[Team / Meeting Name]

	LOCATION / PLATFORM:
	[Location / MS Teams]

	DATE:  
	[Date]

	CHAIR:  
	[Name]

	NOTE TAKER:
	[Name]

	TIME:  
	[Start Time] - [End Time]

	ATTENDEES
	[Names or attach list]

	APOLOGIES
	[Names]


 
Guidance for effective team meetings
A well-run team meeting builds alignment, drives accountability and creates the space for honest conversation. A poorly run one consumes time, kills momentum and signals that no one's time is valued.
Circulate this agenda at least 24 hours in advance. Mark each item clearly as: Information (I) - Decision (D) - Discussion (Disc). Pre-read materials should be shared with the agenda, not during the meeting.
Start and end on time. Assign a time-keeper if needed. Actions should have one owner and a clear deadline - not a list of names.
⚠  Hybrid and remote meetings: Ensure remote participants are able to contribute equally and are not disadvantaged by room-based discussions. Actively invite remote voices into the conversation. Avoid sidebar discussions that exclude those not in the room. Shared screens, chat functions and structured turn-taking all help level the playing field.


▪ Agenda
	Item #
	Agenda Item
[I = Information  D = Decision  Disc = Discussion]
	Lead
	Time
	Desired Outcome

	1
	Welcome and Apologies
	Chair
	5 min
	Confirm attendance

	2
	Actions from Previous Meeting [D] - confirm completion of outstanding actions
	Chair
	5 min
	Agree status of actions

	3
	[Agenda item 3 - e.g. Business / Team Update] [I]
[Describe the topic and desired outcome for this agenda item]
	[Name]
	[X] min
	Share information

	4
	[Agenda item 4 - e.g. Project update / Key initiative] [Disc]
[Describe the topic and desired outcome for this agenda item]
	[Name]
	[X] min
	Discuss progress and agree next steps

	5
	[Agenda item 5 - e.g. Decision required on X] [D]
[Describe the topic and desired outcome for this agenda item]
	[Name]
	[X] min
	Reach decision

	6
	[Agenda item 6 - add or remove rows as required]
[Describe the topic and desired outcome for this agenda item]
	[Name]
	[X] min
	Reach decision

	7
	Any Other Business (raised in advance - not AOB items raised on the day)
	Chair
	5 min
	

	8
	Actions Summary and Close - confirm all actions with owner and deadline
	Chair
	5 min
	

	
	TOTAL MEETING DURATION

	
	[X] min
	


▪ Parking Lot
Use this section to capture topics raised during the meeting that are important but outside the scope of today's agenda. Do not discuss them now - note them here and agree who will follow up and by when. This protects agenda time while ensuring nothing important is lost.
	TOPIC
	RAISED BY
	FOLLOW-UP REQUIRED
	DEADLINE

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


▪ Meeting Effectiveness Reflection
Complete this section as a team at the close of every meeting. This takes 60 seconds and significantly improves meeting quality over time. Share results with the team lead or note any recurring patterns for review.
Was this meeting a good use of everyone's time?
☐  Yes  
☐  Partly
☐  No
▪ Comments
Did this meeting leave us with greater clarity, alignment and energy than before the meeting?
☐  Yes  - we left aligned, clear on actions, with no time wasted
☐  Partly  - some items were useful; one or two could have been handled differently
☐  No  - this meeting should not have happened, or could have been handled differently
▪ Comments
If Partly or No - what could / should change next time?
▪ Pre-Read Materials
The following documents are circulated with this agenda for review before the meeting:
-  [Document 1 - title and brief description]
-  [Document 2]
-  [Document 3 - or 'None' if not applicable]
▪ Actions and Decisions Log
Complete this section during the meeting. Share with all attendees within 24 hours of the meeting close.
	#
	ACTION OR DECISION
	OWNER
	DEADLINE

	1
	 
	 
	 

	2
	 
	 
	 

	3
	 
	 
	 

	4
	
	
	

	5
	
	
	

	6
	
	
	



	DATE OF NEXT MEETING
	[Date]

	AGENDA ITEMS FOR NEXT MEETING 
	[Add items to carry forward]

	NOTES CIRCULATED BY
	[Name] 
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