
Strategic Meeting Agenda Builder

The Strategic Meeting Agenda Builder transforms ordinary meetings into focused, productive

work sessions that drive meaningful outcomes. This comprehensive template guides leaders

through the essential elements of a well-structured meeting, ensuring clarity of purpose, efficient

use of time, and clear accountability for follow-up actions. By thoughtfully planning each

element of the meeting experience, leaders can dramatically improve engagement, decision

quality, and execution.

Author

This tool was developed by Michelle Watson-Grant.

Goal

This tool helps leaders design and execute meetings that achieve specific objectives, respect

participants' time, engage diverse perspectives, and create clear accountability for actions—

resulting in fewer, shorter, and more impactful meetings across the organization.

Advice 

For maximum effectiveness with this agenda builder:

Distribute the agenda at least 24 hours in advance to allow proper preparation1.

Be specific about the desired outcome for each agenda item (decision, discussion,

information)

2.

Assign time limits proportional to importance, not just based on who's presenting3.

Include diverse voices and perspectives when planning topics and participants4.

Review and improve your agenda template quarterly based on feedback and results5.

Always end with clear action items that include owner, deliverable, and deadline6.
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Strategic Meeting Agenda Builder

Meeting Fundamentals

Meeting Title: [Clear, purpose-focused title]

Date & Time: [Date] | [Start time]-[End time]

Location: [Physical location or virtual platform + link]

Facilitator: [Name of meeting leader]

Note-taker: [Designated person]

Meeting Purpose

Primary Objective: [One sentence describing the core purpose]

Success Looks Like: [How will we know this meeting was successful?]

Pre-Meeting Requirements

Required Pre-reading: [Documents, reports, or information participants should review]

Preparation Tasks: [Specific things participants should do before arriving]
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Time Item Purpose Process Owner

5 min Check-in Connection Round Robin [Name]

10 min Topic 1
Decision/
Discussion/
Information

Presentation/
Discussion/
Workshop

[Name]

15 min Topic 2
Decision/
Discussion/
Information

Presentation/
Discussion/
Workshop

[Name]

20 min Topic 3
Decision/
Discussion/
Information

Presentation/
Discussion/
Workshop

[Name]

5 min
Next Steps &
Action Items

Accountability Review & Assign [Name]

5 min
Meeting
Evaluation

Improvement Quick Feedback [Name]

Agenda Structure

The following are examples of how you can structure your meeting agenda: 
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Strategic Meeting Agenda Builder

Post-Meeting Follow-up

Action Items: [List with owners and deadlines]

Key Decisions: [Document decisions made]

Next Meeting: [Date and focus]

Meeting Norms Reminder

Start and end on time

Stay focused on agenda topics

Encourage all voices

Make decisions by [consensus/voting/leader decides]

Devices used only for meeting purposes

Disagreement welcome, disrespect not tolerated

Distribution List

[List everyone who should receive this agenda and follow-up notes]

4

COACHING | FACILITATION | EDUCATION
WWW.JONLIEU.COM

WWW.JONLIEU.COM


