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 Suggestions for Building an Effective Team Meeting Agenda  

              
1. Create your Agenda early and share a minimum of 24 hours before the meeting. I 

recommend if the meeting is on a Tuesday, send out the Friday before.  

2. Clearly define what is going to get accomplished at the meeting. For example if this 
first team meeting with you as the leader, state this meeting will be to get to know 
each other and how the other meetings will be formatted.  

3. Prioritize and allocate appropriate time for each item on the agenda. You do not 
want to cut others off or run over into other’s time elsewhere.  

4. If there are specific items that you want to discuss and it will require preparation or 
materials, let others know what they need to bring.  

Suggested Agenda……. 

 Welcome 
 Introductions 
 Update 

Please note going forward “recognition” should be how you close your meetings. I 
always close with it but it is not on the agenda that is sent out - just is case there is 
nothing to note at that time. Your first meeting, I would recommend recognizing the team 
for their assistance to you. 

Below is more details on how to defined each of the areas.  

Welcome -  

Explain why you are going to have them - WHY It IS IMPORTANT TO YOU!  

That you going to have these meetings (once a month, once a week, once a quarter) 
depending on what works for you and the team. 
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Introductions -  

Have everyone share their names and two or three questions. Provide the questions on 
the agenda in advance.  

Here are some suggestions: 
 How long you have been at the company? 
 Favorite candy (ice cream) 
 Favorite thing about working there 
 What was the best concert you ever attended? 
 Where’s your favorite place? 
 What is the last book you read? 
 What is your all time favorite movie? 
 What are you currently watching?  
 Who would you like to meet? 
 What is your favorite meal/food? 
 If you could travel anywhere and time and money were not an obstacle, where 
would you go? 
  
Please remember that you are trying to get to know your team and your team to get to 
know each other. You do not want to ask questions that make individuals feel 
uncomfortable or put on the spot.  

Update -  

Share top two or three things they are working on depending on time allocated.  

You should go last and provide an update as well on what the focuses are on projects/
deadlines/goals. This is a great place to share with everyone at the same time, that you 
will be having “one-on-one” meetings with everyone soon.  

Recognition -  

Remember what type of manager and culture you want for your team. This is your 
opportunity to be consistent in practicing what you want for your teams future by what 
you recognize.  
   
  Actions  - - Results - - Behaviors - - Knowledge - - Expertise 

Think about how it relates to the goals, vision, mission and drive of your organization.


