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How	to	write	an	agenda	for	a	meeting

When	writing	a	report	to	be	presented	at	a	meeting,	you	need	to	follow	some	basic	guidelines,	most	of	which	you	probably	learned	in	school.	For	example,	you	need	to	be	sure	about	the	purpose	of	your	report,	you	need	to	focus	on	a	precisely	defined	subtopic	and	you	need	to	write	with	your	audience	in	mind.	Know	beforehand	the	educational	and
work	backgrounds	of	meeting	participants.	This	helps	you	know	how	much	of	the	topic	you	need	to	explain.	For	example,	imagine	you’re	drafting	a	report	on	the	number	of	accidents	at	certain	town	intersections	that	will	be	presented	at	the	next	Traffic	Committee	meeting.	If	three	of	the	five	committee	members	have	backgrounds	in	law	enforcement,
you	won’t	need	to	explain	phrases	like	“navigating	a	turn.”	Remember	your	high	school	English	teacher’s	advice:	Don’t	try	to	tackle	the	universe.	Write	about	a	smaller	segment	of	your	main	topic.	It	makes	your	report	easier	to	understand.	For	example,	“pedestrian	safety”	may	be	the	main	subject	for	a	traffic	study	report,	but	your	report	is	limited	to
one	part	of	that	subject--improving	safety	at	two	intersections.	Make	sure	to	provide	enough	context	in	your	introduction	and	conclusion.	That	helps	meeting	participants	understand	the	significance	of	your	proposals.	For	example,	if	your	report	recommends	hiring	auxiliary	police	officers	to	work	in	the	municipal	court,	your	introduction	would	explain
the	municipality’s	year-long	struggles	to	offset	increases	in	overtime	paid	to	police	officers.	The	conclusion	would	reiterate	how	this	proposal	is	just	one	of	many	that	can	help	the	municipality	plug	holes	in	its	budget.	Let	the	title	of	the	report	suggest	whether	the	meeting	has	been	scheduled	to	solve	problems	or	to	provide	information.	For	example,	if
a	manager	has	called	the	meeting	to	inform	team	members	that	the	last	quarter’s	sales	have	increased,	your	title	might	be,	“Third	Quarter	Sales:	The	Impact	of	New	Customer	Service	Procedures.”	Reports	usually	are	aimed	at	influencing	someone's	actions.	Mention	the	feedback	you’re	expecting--and	from	whom.	For	example,	a	school
superintendent’s	report	on	an	increase	in	student	test	scores	may	recommend	the	board	approve	a	resolution	that	turns	a	pilot	study	program	into	a	permanent	one.	An	organized	and	developed	meeting	agenda	ensures	that	all	important	subjects	get	covered	at	a	given	meeting.	An	outline	structure	helps	guide	the	meeting's	direction	so	that	you	don't
jump	from	one	topic	to	another,	allowing	business	to	be	conducted	in	a	more	efficient	manner.	Start	your	agenda	outline	well	ahead	of	the	meeting	so	you	can	create	several	drafts	and	send	them	out	to	attendees	before	the	meeting	to	let	them	know	what	to	expect.	Write	down	all	topics	you	need	to	cover	at	the	meeting.	Start	as	broadly	as	possible.
For	instance,	write	down	"Scheduling,"	which	may	contain	several	subtopics.	Use	any	notes	from	earlier	meetings,	emails	and	information	you	have	to	ensure	you	have	all	necessary	topics	written	down.	Communicate	with	other	meeting	planners	or	attendees,	and	inquire	if	they	have	any	topics	needing	attention.	Give	them	a	deadline	for	proposed
topics	and	items	so	you	have	time	to	do	any	follow-up	research	or	correspondence,	if	necessary,	then	insert	them	into	the	outline.	Organize	your	topics.	Look	for	topics	that	can	be	placed	under	a	larger	topic.	If	not,	go	through	each	general	topic,	and	break	that	down	into	specific	agenda	items.	For	instance,	a	production	meeting	agenda	might	contain
"rehearsal	conflicts"	and	"dates	to	remember"	under	the	"Scheduling"	topic.	Put	together	your	main	topics	by	order	of	importance.	Decide	what	topics	should	go	first	on	the	outline	based	on	how	important	they	are,	how	much	time	you'll	need	to	discuss	them	and	special	considerations,	such	as	the	person	presenting	that	portion	of	the	meeting	needing
to	leave	early,	for	instance.	Type	out	your	main	topics	in	a	vertical	list	in	bold,	larger	font,	around	14-	to	16-point	font.	Indent	or	tab	once	and	bullet	each	subtopic	directly	beneath	the	main	topic.	You	can	number	or	letter	the	topics	and	subtopics	as	you	desire.	Include	any	detailed	points	underneath	each	subtopic.	Bullet	and	indent	those	items	as
well,	so	they	sit	under	the	subtopic,	just	to	its	right.	Most	software	programs	automatically	indent,	bullet	and	number	when	you	press	"Enter"	and	"Tab"	at	the	end	of	a	main	or	subtopic.	Type	all	necessary	meeting	information	at	the	top	center	of	the	document,	including	the	title	and	date	of	the	meeting,	time,	location,	invitees	or	expected	attendees
and	contact	information	for	the	meeting	organizer,	likely	yourself.	Write	down	the	name	of	each	topic's	presenter	next	to	the	main	or	subtopic,	if	applicable.	Note	how	much	time	you're	giving	each	topic.	Check	with	the	presenter	to	make	sure	you	give	her	enough	time.	It's	no	secret	that	making	meetings	great	is	a	challenge.	Especially	the	routine
ones.	Here	are	a	few	ways	to	keep	the	mojo	moving	and	build	a	strong	rhythm	for	your	important	meetings.Schedule	a	walk	instead	of	a	talk.	According	to	a	recent	Stanford	study,	walking	improves	creativity.	Steve	Jobs	and	Mark	Zuckerberg	are	on	the	record	as	fans	of	the	walking	meeting–why	not	you?Even	in	the	summer,	I	schedule	“coffee	walks”
–it’s	a	great	first	meeting	of	the	day.	My	Atlanta	public	relations	agency	is	located	right	on	the	Beltline,	alongside	great	firms	like	Athena	Health,	Mailchimp,	Cardlytics	and	King	of	Pops.	I	use	the	Beltline	for	most	of	my	business	walks.	For	you,	think	of	places	near	you	that	are	conducive	to	easy	walks.	I	have	a	10	minute,	a	30	minute	and	a	one	hour
turn	around	point	near	my	office	so	I	don’t	have	to	check	time.Instead	of	taking	notes,	record	key	pieces	of	dialog.	If	the	recording	needs	to	be	shared	in	another	format,	consider	transcribing	with	a	service	like	Rev.	I	impressed	last	week	when	a	Rev	transcriptionist	($1/minute)	clearly	identified	all	four	voices	in	my	recorded	walk.When	you	don't	have
the	luxury	of	movement,	use	fresh	meeting	formats	to	keep	minds	moving.	One	of	my	favorite	meeting	formats	is	the	"start,	stop,	and	keep"	approach.You	ask	the	other	party	to	share	things	you	should	start	doing,	stop	doing	and	keep	doing.	This	might	go	both	ways.	It’s	blameless	and	painless–but	when	someone	asks	you	to	“stop	doing”	something
you’ve	got	clear	direction.	This	is	a	great	way	to	create	a	stressless	debrief	between	divisions	or	services	teams.	It's	a	format	we	rely	on	at	my	PR	firm	for	client	feedback.	It’s	easy	to	understand	and	simple	to	apply.One	of	the	hassles	of	great	meetings	is	needing	to	create	an	agenda,	reminders,	and	often	follow	up	documents	and	action	items.	Making
the	time	to	do	that	can	be	a	challenge–partly	because	many	of	us	have	that	next	meeting	to	get	to!Several	flat-rate,	retainer-based	services	exist	that	make	meeting	document	mastery	easier.Try	the	Uniquely	Virtual	service	from	Atlanta	entrepreneur	Kenzie	Biggins.	Or	Zirtual,	which	is	specifically	for	entrepreneurs	and	executives.	Administrative
support	services	like	these	can	be	trained	to	fill	in	agendas,	get	transcripts,	develop	take-aways	from	transcripts,	and	do	appointment	setting,	lunch	ordering,	and	follow	ups.	Zirtual	has	a	particular	offering	for	work	groups	so	you	can	all	share	one	resource	to	support	your	meetings.Weaving	your	schedule	with	another	busy	person's	for	your	one-to-
one	meetings	is	a	particular	time	burner.	One	of	the	neatest	tools	for	scheduling	I’ve	come	across	recently	is	Assistant.To.	It	won’t	work	for	groups	but	it’s	dynamite	when	you’re	trying	to	get	in	front	of	one	other	person	with	a	minimum	of	hassle.Two	of	my	favorite	places	to	work	from,	Write2Market	and	Atlanta	Tech	Village,	both	have	rooftop	areas.
I've	noticed	that	taking	a	conversation	“topside”	really	opens	up	ideas.	It	seems	I’m	not	alone:	a	recent	study	suggested	that	time	outdoors	can	improve	thinking	and	creativity.	Something	about	the	open	sky	can	create	the	space	to	dream	bigger.	See	if	your	next	tough	working	session	needs	a	shot	at	having	no	ceilings.	It	may	open	up	a	world	of	fresh
confidence	in	the	conversations.When	big	projects	kick	off	and	when	they	close	could	be	powerful	moments	for	your	team.	Accent	that	power	by	using	the	biggest	show	on	earth–the	dance	of	the	planets.	Some	seasons,	it’s	not	hard	to	hold	kick	offs	at	sunrise.	You	can	celebrate	project	completions	at	sunset.	Serving	breakfast	on	the	one	hand,	or	a
toast	on	the	other,	you	can	use	the	natural	environment	to	plug	your	project	rhythm.	Process	improvement	is	a	big	deal--but	it	sure	can	get	boring.	Try	having	your	process	improvement	“deep	dive”	in	a	setting	that	emphasizes	how	hard	it	can	be	to	improve	so	your	team	can	use	their	senses.	Golf	practice	comes	to	mind.	Take	the	team	to	the	range
and	hit	balls	before	you	jump	into	the	session.	Gardening	can	also	provide	a	setting	that	emphasizes	the	long	rewards	of	the	right	process.	Most	cities	have	a	botanical	garden	or	farm	where	your	team	is	welcome	to	participate	in	seeding,	planting,	repotting	or	harvesting.	If	you're	working	on	improving	one	kind	of	process--like	engineering	or
debugging--try	touring	a	place	where	process	improvement	means	something	else,	like	a	bakery,	an	industrial	plant	or	a	chocolatier.Anything	you	do	to	help	your	team	internalize	your	message	in	their	own	physical	lives,	with	their	actual	senses,	turns	"meh"	meetings	into	memorable	ones.	Give	your	own	creativity	a	walk	and	you	might	find	you’re
enjoying	your	meetings	more	than	ever.	While	it	may	be	tempting	to	put	off,	creating	a	business	plan	is	an	essential	part	of	starting	your	own	business.	Plans	and	proposals	should	be	put	in	a	clear	format	making	it	easy	for	potential	investors	to	understand.	Because	every	company	has	a	different	goal	and	product	or	service	to	offer,	there	are	business
plan	templates	readily	available	to	help	you	get	on	the	right	track.	Many	of	these	templates	can	be	adapted	for	any	company.	In	general,	a	business	plan	writing	guide	will	recommend	that	the	following	sections	be	incorporated	into	your	plan.	The	executive	summary	is	the	first	section	that	business	plans	open	with,	but	is	often	the	last	section	to
actually	be	written	as	it’s	the	most	difficult	to	write.	The	executive	summary	is	a	summary	of	the	overall	plan	that	highlights	the	key	points	and	gives	the	reader	an	idea	of	what	lies	ahead	in	the	document.	It	should	include	areas	such	as	the	business	opportunity,	target	market,	marketing	and	sales	strategy,	competition,	the	summary	of	the	financial
plan,	staff	members	and	a	summary	of	how	the	plan	will	be	implemented.	This	section	needs	to	be	extremely	clear,	concise	and	engaging	as	you	don’t	want	the	reader	to	push	your	hard	work	aside.	The	company	description	follows	the	executive	summary	and	should	cover	all	the	details	about	the	company	itself.	For	example,	if	you	are	writing	a
business	plan	for	an	internet	café,	you	would	want	to	include	the	name	of	the	company,	where	the	café	would	be	located,	who	the	main	team	members	involved	are	and	why,	how	large	the	company	is,	who	the	target	market	for	the	internet	cafe	is,	what	type	of	business	structure	the	café	is,	such	as	LLC,	sole	proprietorship,	partnership,	or	corporation,
what	the	internet	café	business	mission	and	vision	statements	are,	and	what	the	business's	short-term	objectives	are.	This	is	the	exciting	part	of	the	plan	where	you	get	to	explain	what	new	and	improved	services	or	products	you	are	offering.	On	top	of	describing	the	product	or	service	itself,	include	in	the	plan	what	is	currently	in	the	market	in	this
area,	what	problems	there	are	in	this	area	and	how	your	product	is	the	solution.	For	example,	in	a	business	plan	for	a	food	truck,	perhaps	there	are	numerous	other	food	trucks	in	the	area,	but	they	are	all	fast	–food	style	and	unhealthy	so,	you	want	to	introduce	fast	food	that	serves	only	organic	and	fresh	ingredients	every	day.	This	is	where	you	can
also	list	your	price	points	and	future	products	or	services	you	anticipate.	The	market	analysis	section	will	take	time	to	write	and	research	as	a	lot	of	effort	and	research	need	to	go	into	it.	Here	is	where	you	have	the	opportunity	to	describe	what	trends	are	showing	up,	what	the	growth	rate	in	this	sector	looks	like,	what	the	current	size	of	this	industry
is	and	who	your	target	audience	is.	A	cleaning	business	plan,	for	example,	may	include	how	this	sector	has	been	growing	by	10%	every	year	due	to	an	increase	in	large	businesses	being	built	in	the	city.	Marketing	and	sales	are	the	part	of	the	business	plan	where	you	explain	how	you	will	attract	and	retain	clients.	How	are	you	reaching	your	target
customers	and	what	incentives	do	you	offer	that	will	keep	them	coming	back?	For	a	dry	cleaner	business	plan,	perhaps	if	they	refer	customers,	they	will	get	10%	off	their	next	visit.	In	addition,	you	may	want	to	explain	what	needs	to	be	done	in	order	for	the	business	to	be	profitable.	This	is	a	great	way	of	showing	that	you	are	conscious	about	what
clear	steps	need	to	be	taken	to	make	a	business	successful.	The	financial	business	plan	section	can	be	a	tricky	one	to	write	as	it	is	based	on	projections.	Usually	what	is	included	is	the	short-term	projection,	which	is	a	year	broken	down	by	month	and	should	include	start-up	permits,	equipment,	and	licenses	that	are	required.	This	is	followed	by	a	three-
year	projection	broken	down	by	year	and	many	often	write	a	five-year	projection,	but	this	does	not	need	to	be	included	in	the	business	plan.	The	appendix	is	the	last	section	and	contains	all	the	supporting	documents	and/or	required	material.	This	often	includes	resumes	of	those	involved	in	the	company,	letters	of	reference,	product	pictures	and	credit
histories.	Keep	in	mind	that	your	business	plan	is	always	in	development	and	should	be	adjusted	regularly	as	your	business	grows	and	changes.	
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