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14 free editable meeting agenda templates and examples to help you prepare the perfect agenda and ensure your meeting is effective and productive. Pin Pin Word | Editable PDF | Image | Excel Meeting objectives, notes, atendees list, agenda Pin Word | Editable PDF | Image | Excel Meeting objectives, notes, action items Pin Word | Editable PDF |
Image | Excel Meeting objectives, agenda, action items Pin Word | Editable PDF | Image | Excel Meeting chair, attendees, schedule Pin Word | Editable PDF | Image | Excel Meeting chair, attendees, schedule Pin Word | Editable PDF | Image | Excel Meeting purpose, schedule, action items Pin Word | Editable PDF | Image | Excel Meeting attendees,
schedule, action items Pin Word | Excel Meeting objectives, agenda items Pin Word | Editable PDF | Image | Excel Meeting objectives, agenda, action items Pin MS Word Meeting facilitator, attendees, agenda items & topics These meeting templates are for more formal meetings such as board meetings. If the same board members participate in the
meetings each time then you might want to add their names to the Microsoft template instead of typing them each time. For a big formal board meeting, you can put a copy of the agenda in the boardroom for each participant so that they can review it before the meeting. You might want to give each participant a notebook and a pen if they usually
take notes. Pin Word | Editable PDF | Image | Excel Chairman, board members, agenda, previous action items Pin Word | Editable PDF | Image | Excel Meeting objectives, desired outcome, agenda topics If you have the same meeting participants each meeting then add their names to the Microsoft Word template instead of adding the list for each
meeting. Pin MS Word Department, attendees, meeting objectives, agenda topics Pin Word | Editable PDF | Image | Excel Attendees, absent, meeting objectives, agenda topics, notes In the modern world, it is no secret that many people dread meetings. This is because they dread gatherings that don’t feel structured, drag on for too long, and don’t
respect their time. By setting meeting goals and creating a meeting agenda, you are able to run meetings that feel worthy of the time of those in attendance. See also meeting minutes template. While not every meeting has an agenda, the most effective ones do. It doesn’t have to be wordy, but the meeting should have a purpose with a desired
outcome in order to be effective. A meeting agenda is a document created before the meeting that lists the agenda items and how much time will be devoted to each item. It is created by the person who is running the meeting. A meeting agenda is effective when it clearly states the meeting’s goals and discussion topics. This keeps everyone in
attendance on the same page and gives the person running the meeting an idea of how to run things. The agenda should list the agenda items or discussion topics in order. These can be listed as bullet points. In fact, brevity is often better when it comes to an agenda since the important factor here is clarity. It is hard to keep the meeting on topic if
anything is vaguely written. You can create as detailed or minimal an agenda as you wish. However, here’s a good way to create a basic meeting agenda. Include a list of everyone who was invited including stakeholders, board members, employees, or any other participants. The Secretary can check off who actually attended. You will need the list of
attendees for the meeting minutes. Write down the objective of the meeting. This may take you a few tries. It should just be a sentence or two and can be written in bullet points. Write down an outline of your agenda topics. This may be easiest to do in question form. These are generally items needing discussion and results. If it isn’t immediately
clear, write down the goal of this question that you want the group meeting to come away with. For example, is this topic for sharing information or coming to a final decision as a group? Is the topic to give everyone a chance for input on a decision someone else is making? If possible, add a time estimate for each agenda item or discussion topic that
you can use as a guide during the meeting to keep things timely. Do your attendees need to do anything in order to prepare for this meeting? If so, include links or resources for any materials they need to consult before the meeting. Or, ask them to be prepared to discuss any specific topic if that is relevant. If you have expectations on how you would
like them to prepare for their presentation, then make those clear in your agenda. Be sure to distribute this agenda with enough time before the meeting for those expectations to be reasonable. Each of the templates above is available in Word, Excel, as an image, and a PDF. The PDF is editable and you can type your details before you print or save.
You can edit any of the Microsoft Word templates above in Google Docs. Download one of the Word documents on this page and save it on your computer. Open your Google Drive and click “New”. Select “File upload”. Select the meeting agenda template Word doc and click “Open”. The meeting agenda sample that you selected will now upload.
Double-click the document that you uploaded. Click “Open with”. Select “Google Docs”. We offer 14 free meeting agenda examples for you to edit as you please. Choose the printable meeting agenda format that is closest to the one that you want to use and edit it if you want to make any changes. Our free agenda templates are available in different
formats. If you find a meeting agenda template that you like as-is, you can download the editable PDF or the image file. You can type on the editable PDF file and then save or print it. If not, select the meeting agenda template Word version if you want to make any changes to the layout or wording. We also offer an Excel format for those who prefer to
use a spreadsheet for minute-taking. A generic meeting template that includes the meeting objectives or goals of the meeting, meeting notes, attendees list, and the time allocated to each agenda item. This generic meeting template can be used for PTA meetings, community meetings, workplace meetings, conferences, neighborhood meetings, team
share-outs, and club meetings. Set meeting goals before each meeting with clear expectations for the outcome of the meeting. If you don’t have goals for the meeting then don’t have a meeting. It will simply be a waste of time. For example, if you are having a project kickoff meeting then the goal will be for all participants to leave the meeting with a
clear understanding of the project, its objectives, and each person’s responsibilities and tasks from the beginning until the end of the project (the deliverables). Writing an agenda for a meeting is the first step. The agenda makes the meeting more effective by providing structure and focusing on the relevant issues. If you give everyone in attendance a
copy of the agenda beforehand, then everyone has time to prepare and be on the same page before the meeting begins. Bonus Tip: Sending out the agenda and asking the attendees if they have anything they want to add to the agenda before the meeting is a great way to keep things on task in the event. It keeps attendees from bringing up other
topics in the middle and helps you plan in case someone has a worthy topic. While the agenda adds structure to the meeting, the meeting minutes give you something to take away from it. If your agenda has notes on time for each discussion topic, stick to that timeline. If the topic isn’t wrapping up and the time is up, then you are allowed to say that
this will need to be handled at another time because this meeting doesn’t have room for all of this. Give your meeting some time for wrapping up each of these discussion topics. After each discussion topic has happened, you want to take a minute or two as the leader to state the clear takeaways from that discussion. This will help the Secretary so
they clue in on what needs to be written in the minutes. It will also help everyone in attendance to be sure they’re on the same page. The most effective meetings conclude takeaway actions. Before you hold your meeting, give some thought to the action items you would like to discuss and who will be responsible for each one. Be specific on action
items. If you expect a specific person to do a specific thing after this meeting, state that very clearly. Before the meeting, check the agenda from the previous meeting to ensure that there are no open items that were not completed. Make sure that when you assemble your agenda, you put your most vital discussion topics first. Sometimes people are
tempted to save the best for last or lead into those topics, but if you run out of time, it is important that your most important topics get hit on first. Use your time wisely. Take meeting minutes during the meeting or after it. This way, everyone has their takeaways. There are many reference guides available that describe rules of procedures as to how
meetings should be conducted. Robert’s Rule of Order or various versions of it are used by approximately 80% of organizations in the United States (Source). The second most commonly used parliamentary authority is Sturgis Standard Code of Parliamentary Procedure, used by approximately 15% of groups (particularly physicians and dentists). The
third most popular parliamentary manual is Demeter’s Manual of parliamentary Law and Procedure, used by about 5% of groups (particularly unions). back A weekly meeting is usually conducted to address recurring problems and issues which might be solved with the shared knowledge and experiences of all team members. It is also an excellent
venue to monitor the organization’s key performance indicators, and to remind each member of their responsibilities to help the team achieve its goals. This is also where the team reviews feedback from the customers and other opportunities to improve the organization’s performance. When people with shared vision sit together to discuss areas of
mutual concerns, it sparks creativity, and the possibilities that result are limitless. Part 1 Weekly Meeting: Sample Schedule One of the most important considerations when preparing for a weekly meeting is knowing beforehand what will be discussed. This information may come from the executive team, from a current issue, or from the team
members themselves. A well-structured weekly meeting agenda will ensure that the upcoming meeting will not become “just another meeting” to waste time with, but an event that the participants will look forward to. Here is a sample schedule of a weekly meeting: 1. The first five minutes may be used to discuss good news. It could be an inspiring
story of how a certain employee delivered excellent service to a customer or a best practice that enabled a team member to accomplish a task efficiently. 2. The next five to ten minutes may be allotted to review individual or team metrics. Metrics should be reviewed only in terms of the numbers. There should not be discussion of the reasons behind
them. 3. Then, the following ten minutes is the time to discuss issues and concerns faced by the employees or their customers. 4. The next ten minutes should be used to track the development or progress of a project, including the team member’s individual tasks. Assigning or reassigning of tasks may also be done at this point. 5. The remaining ten to
thirty minutes may focus on the main topic to be discussed at that particular meeting. The subject matter could be something that the team may brainstorm for, and the article here discusses different brainstorming tools and techniques. Aside from brainstorming, somebody from the team may have a presentation about it. This is a good way of sharing
responsibilities and creating a different atmosphere to each meeting. Also, it is always a good practice to inject creativity towards the facilitation of the meeting to make it more enjoyable. Part 2 Click Here to Download Weekly Meeting Agenda Template DOCX Part 3 This Weekly Meeting Agenda Template is designed to help teams structure their
weekly meetings by organizing agenda items, assigning tasks, and tracking progress. 2) What should be included in a Weekly Meeting Agenda Template?The template should include tasks related to agenda topics, assigned presenters, time allocations, and action items. 3) When to use a Weekly Meeting Agenda Template?Use this template before any
weekly meeting for task management such as setting clear objectives, structuring discussions, and allocating responsibilities among team members. It is especially useful for recurring meetings where consistent tracking is needed.4) Who can use a Weekly Meeting Agenda Template?Managers, team leads, project coordinators, and any professionals
involved in team collaboration can use this template to ensure meetings are organized and productive.5) What are the benefits of using a Weekly Meeting Agenda Template?This template enhances meeting efficiency by keeping discussions focused, assigning actionable follow-ups, and improving accountability among team members. It provides a
centralized space for tracking agenda progress.6) Can I assign agenda items to specific team members?Yes, you can assign specific tasks to team members, ensuring clear ownership and accountability for each item discussed.7) How do I track the progress of tasks?You can monitor the status of each task using the Kanban board. Move tasks between
stages such as "To Do," "In Progress," and "Done" to visually track progress.8) Can I connect my forms to this board to create tasks automatically?Yes, you can integrate your Jotform forms with the board. When a new form submission is received, it automatically creates a corresponding task, streamlining the process of gathering agenda items. Use
this template in Fellow“What should I write in this week’s team meeting agenda?” That’s probably something you’'ve asked yourself (or googled) before. The good news is - if you’'re wondering what to include in your agenda - you already know that preparation is the most important step towards having a productive meeting.We’re here to help! This
post will help you understand what topics and talking points should be discussed in order to make the most out of your weekly team meeting. 10 items you should include in your team meeting agendaWeekly team meetings are the ideal opportunity to celebrate wins, gather feedback, and check on your team’s mood.How can you encourage
participation from your teammates? By creating and sharing a meeting agenda where everyone (not just you) writes down talking points that they’d like to discuss.Here are 10 agenda items you can use to guide those conversations:IcebreakersUpdatesLightning talks MetricsHighlightsFeedbackPrioritiesRoadblocksShoutouts Action Items1.
Icebreakers...Most people roll their eyes when they hear that word. However, research shows that getting your team’s creative juices flowing before your weekly meeting is a great way to strengthen coworker bonds, stimulate better brainstorming, and create an atmosphere of inclusivity.Vanessa Van Edwards, a behavioural investigator at Science of
People, argues that adding an icebreaker to your meeting agenda can truly make a difference:“When thinking about having a successful meeting, we often think about the basics, such as a strong agenda, a yummy lunch, and planning. These are all good strategies, but don’t forget about the professional warm-up. A good icebreaker can break the
tension, break the awkwardness and, of course, break the ice,” says Van Edwards.You might choose not to have an icebreaker every week, and that’s ok. However, we recommend having an icebreaker if you find yourself in one of the following situations:You’'re meeting the team for the first time.You want to encourage team members to get to know
each other.You've noticed a decrease in team morale/motivation (or it’s an early morning).You're hosting a brainstorming/creative session.You manage a remote or distributed team . 2. UpdatesThis is the space for company announcements, metrics, and industry trends that everyone on the team should be aware of. While it is true that this section of
the meeting shouldn’t take longer than 5-10 minutes, it’s important to include it in your weekly team meeting agenda.In fact, experts like David Burkus, author of Under New Management, challenge the common assumption that “most meetings could be just an email”:“There’s a lot that happens in a meeting that can’t be replaced with a digital
memo,” says Burkus. “A long-standing maxim on communication has it that only 7 percent of information communicated in person is verbal - the actual words that could be conveyed in an email. The remaining 93 percent are contextual elements like non-verbal cues, tone of voice, context, and feedback.”Similarly, in the book Resilient Management,
Lara Hogan argues that managers consistently overestimate their teammates’ ability to ascertain context. And that’s why you should communicate important updates at your weekly team meetings: “Sensitive, difficult, or surprise information—Ilike the context for a big roadmap upheaval, a staffing change, or anything else that involves managing
emotions—is best communicated in person first (and followed up with an email),” says Hogan. “This way, you can pivot your message based on the questions or reactions in the room, and you can add extra color with your words, your body language, and your tone of voice.”3. Lightning talks / DemosA lot of teams use a section of their weekly team
meetings to “show and tell” their work. Some teams call these short presentations ‘demos’ or ‘lightning talks” 5.As Ville Hellman, director at FxNDev argues, lightning talks have a lot of great benefits. They can help your team:Break down knowledge barriers.Showcase and get recognized for their work.Practice their communication/public speaking
skills.Share recent ideas with the team. “Sharing knowledge creates a culture that celebrates those who make the extra effort to gain an understanding of something and encourages others to do so,” says Hellman. “It helps highlight talents, ideas and passions and provides an opportunity for the speaker to gain a deeper understanding of the material
by considering how to present it to others.”*Read more about how the engineering team at Fellow.app runs lightning talks in this post.4. Metrics / Big pictureOne of the most important benefits of team meetings is that they help you ensure that the team is aligned. That’s why you should use your weekly team meetings to review key metrics,
dashboards, and the team’s progress on their overall goals.According to Steven Sinofsky, a board partner at Andreessen Horowitz, every team in a company should have goals, and those goals should be concrete, actionable, and clearly communicated:“The engineering team has feature and quality goals. The marketing team has positioning, pricing,
content goals. Sales has quotas. These goals define really what people are marching towards every day,” says Sinofsky. “When everyone has goals and they are shared there’s never any confusion about why or what people are doing. Goals are the what of meetings.” Request a demob5. HighlightsStudies show that celebrating small wins can have an
outsize impact on team motivation. That’s why a section of your weekly team meeting should be dedicated to celebrating wins and milestones.Having a highlights section will not only help you boost team morale and employee engagement but will also empower your teammates to share their positive news with the rest of the team.This is especially
important since research shows that some people (notably women and members of minority groups) tend to keep their wins and positive news to themselves, mainly because they:Think that their manager already knows about them.Are afraid that it will come off as “braggy”.Sally Helgesen and Marshall Goldsmith, authors of How women rise, explain
the negative impact of not having a space to share these wins: “When the praise you hope for is not forthcoming, you might feel unappreciated and under-acknowledged. You may start to resent not only the higher-ups who seem unaware of all the hard work you do but also colleagues who are skilled at getting noticed.”Adding a highlights section and
encouraging your teammates to populate it with their wins will be a proactive way to avoid this problem. 6. FeedbackGreat managers foster a culture of guidance and a growth mindset across their team. The best way to do this is to show your teammates that everyone’s feedback is welcome and valuable - and that constructive feedback isn’t
scary.Start by encouraging them to give you feedback and criticize any company processes and situations that could be improved. Here are some feedback-related questions you can ask at your weekly team meeting:Are there any processes or tools that you're currently struggling with?How could we change our team meetings to be more effective?
How can we improve our office space/work environment?What information could help our team perform better?What should we start/stop/continue doing as a team?In the book Radical Candor, Kim Scott points out two important things all managers must know about giving public feedback:You are the exception to the “criticize in private” rule of
thumb. When you encourage people to criticize you publicly, you set an ideal for the team as a whole: everyone should embrace criticism that helps us do our jobs better.Factual observations and debates are different from criticism. You can make suggestions about a project, situation, or presentation at a team meeting. However, criticism about a
person should be done in private, during your one-on-one meetings.*Here’s an article with more tips to give and get employee feedback.7. PrioritiesThis is arguably the most important part of the meeting, and where the bulk of the time is spent. It's a good practice to meet with your team weekly and set clear priorities for the next sprint (or period of
time before you meet again). Why is sprint planning an important part of your team meeting?Steven Sinofsky argues that the only way to get the right things done at a company is to have meetings where you discuss and decide what activities will have the highest impact and return on investment.These activities are sometimes called the sprint
backlog: a list of tasks identified by the team to be completed during the sprint.“The most important thing in growing a company or team is to, of course focus on getting things done,” says Sinofsky. “There is no doubt that a group of people not meeting will get a lot of stuff done. It can be said with equal confidence, however, that by not meeting the
stuff that will get done will lack cohesiveness, quality, and a shared set of values — the wrong stuff.”8. RoadblocksOnce the planning section is done and you have assigned all the tasks, it’s important to ask the team if they see (or can predict) any factors that could prevent them from getting their work done.One of your main responsibilities as a
manager is to enable your team to be more productive and do their best work. That’s why agile experts like Jeremy Jarrell argue that you should do anything in your power to clear blockers, so the team can keep moving forward.“Impediments can come in many forms and have many effects on a team,” says Jarrell. “Some can simply slow a team down
by slowly eating away at their progress one bite at a time while others can stop a team dead in their tracks.”Some questions you can ask to find out about those roadblocks include:Is there anything blocking you from getting your work done this week?Are there any general concerns about the priorities/tasks we just assigned?Does everyone feel
comfortable with this week’s priorities? What’s something you’d change or would like to discuss?9. ShoutoutsWe live in a world where talent is more competitive and expensive than ever. And one of your missions as a supermanager is to retain and recognize that talent.What’s the most effective way to recognize employees? Do it publicly, at your next
team meeting. Here's why:Studies show that employees appreciate public recognition more than monetary awards and pay increases.“The best managers promote a recognition-rich environment, with praise coming from every direction and everyone aware of how others like to receive appreciation,” says Gallup. “This type of employee feedback
should be frequent - Gallup recommends every seven days - and timely to ensure that the employee knows the significance of the recent achievement and to reinforce company values.”With this in mind, you can add a shoutouts section to your team meeting agenda and encourage teammates to acknowledge each other for their great work. This will
be a great way to end the meeting and build a positive team culture.10. Action Items / RecapLast but not least, you should never end a meeting without clear action items and takeaways.Some questions you can ask at the end of the meeting include:What are everyone’s key takeaways?What are the steps we’ll take after this meeting?What are the
things we’ll accomplish from now until the next time we meet?”“A single meeting is not an end unto itself; it is a stepping-stone in the much longer path of creating something valuable for the world,” says Julie Zhuo, author of The Making of a Manager.Request a demoThat’s it! Now, without further ado, here are four team meeting agenda templates
you can start using immediately!You can also create these templates in Fellow - the app that helps managers have more effective one-on-ones and team meetings.Four effective team meeting agendas - with a template for remote teams 45-minute team meeting agendaUpdates - 5 MinutesBig picture - 5 Minutes Priorities - 20 Minutes Roadblocks - 5
MinutesShoutouts - 5 Minutes Action items - 5 Minutes60-min team meeting agendaUpdates - 5 MinutesBig picture - 5 Minutes Priorities - 20 Minutes Feedback - 10 MinutesRoadblocks - 10 MinutesShoutouts - 5 Minutes Action items - 5 Minutes90-minute team meeting agendaUpdates - 5 MinutesLightning talks - 20 Minutes Big picture - 10
Minutes Highlights - 5 MinutesFeedback - 5 MinutesPriorities - 25 Minutes Roadblocks - 10 MinutesShoutouts - 5 Minutes Action items - 5 MinutesWeekly productive virtual meeting agenda Part 1- 20 MinutesGood News - 5 MinutesScorecard - 5 MinutesReleases - 5 MinutesFollow up- 5 Minutes Part 2- 30 MinutesConclusion-5 minutesAn effective
way to manage your meetingsEnsuring that people have access to the information they need during and after your meetings is vital to operating a successful team.Fellow is the meeting management app that companies such as Shopify, SurveyMonkey, Lemonade, and KeepTruckin use to stay organized. Prepared By: [Your Name]Week Of: March 18,
2060 - March 22, 2060This Weekly Meeting Schedule aims to streamline communication and coordination by providing a structured overview of scheduled meetings throughout the week. It enables participants to manage their time effectively and prioritize tasks accordingly.DateTimeMeeting AgendaParticipantsAction ItemsMonday9:00 AM - 10:00
AMProject UpdateProject TeamWeekly ReportTuesday2:00 PM - 3:00 PMStrategy SessionSenior ManagementApproach PlanWednesday10:00 AM - 11:00 AMMarketing MeetingSales and Marketing TeamNew Marketing CampaignThursday2:00 PM - 3:00 PMBrainstorming SessionR&D TeamConcept GenerationFriday1:00 PM - 2:00 PMWeekly Wrap-
UpAll StaffNext Week's PlanEnsure meeting agendas are circulated in advance to maximize efficiency.Assign action items and follow-up tasks to relevant team members.Encourage active participation and constructive feedback during meetings.Reserve time for unexpected discussions or urgent matters.Regularly review and adjust the meeting
schedule to accommodate changing priorities.Schedule Templates @ Template.net When done well, weekly team meetings can be an effective use of time for everyone. They give team members the opportunity to sync on priorities, and leadership the ability to get everyone on the same page. However, team meetings that are run without structure can
become a drain on employee resources and an unproductive use of time. The best and easiest way to avoid this is by using a weekly meeting agenda to ensure every meeting stays on track.In this post, we will cover:Different types of weekly meeting agenda templatesOne of the nuances of weekly team meetings is that they are often unique to the
teams that are running them. Engineering teams, for example, won't run their team meetings in the same way that an operational weekly meeting or executive leadership weekly meeting would be run. Below are some examples of different types of weekly team meetings and their respective structures. These templates are best used in Fellow, the all
in one Al meeting management platform that solves your meeting problem. When you use them in Fellow, they can be easily applied to any calendar event with just a few clicks, fostering collaboration and structure for your entire organization:Weekly Team MeetingThis weekly team meeting agenda template is meant to encompass multiple teams in
the same meeting.{{weekly-team-meeting="/blog-inserts-7"} } Weekly Manager MeetingThis template is designed for leaders who manage managers, and gives each participant the opportunity to share updates, wins, goals, challenges, and more.{{weekly-manager-meeting="/blog-inserts-7"} } Weekly Sprint MeetingSprint meetings are often used by
engineering teams, but this template casts a wide enough net where any team engaging in a sprint can use it.{{weekly-sprint-meeting="/blog-inserts-7"} } Remote Weekly MeetingIn a remote workforce, connecting weekly can have its own unique set of challenges, and therefore deserves its own unique structure. {{remote-weekly-meeting="/blog-
inserts-6"} } Project Check-in MeetingFor certain projects, it can be necessary to meet weekly to ensure all the moving parts are going smoothly, and that the project objective is always top of mind. { {project-check-in-meeting="/blog-inserts-5"} } Executive Weekly Team MeetingThe executive team in an organization has a different set of priorities when
compared to other teams, so this template is structured with an executive team's unique needs in mind.{ {executive-weekly-team-meeting="/blog-inserts"} } Weekly MeetingIn comparison to the weekly team meeting template, the more general weekly meeting template is structured to accommodate teams of more unique sizes, and goes more in-depth
into highlights, roadblocks, new information, and other important notes.{{weekly-meeting="/blog-inserts-7"} } Weekly Marketing MeetingMarketing team meetings often encompass different kinds of goals and updates, so the structure for this template has been designed accordingly. { {weekly-marketing-meeting="/blog-inserts-7"} }If you're looking
for more templates for the different kinds of meetings in your organization, Fellow's got you covered. Fellow is the all-in-one Al meeting management solution that has over 500 fully customizable meeting templates for you and your team's needs. Benefits of using a weekly team meeting agenda templateBesides helping structure the different weekly
team meetings in your organization, using a weekly team meeting agenda template can help streamline workflows for you and your team in more ways than one:Time savingUsing a ready-built template that comes pre-populated with topics and talking points means you don't have to take time out of your day to craft a meeting agenda manually, and
the same goes for other leaders and teams in your organization. Consistency Picking out the right template for your team's needs and using it consistently for weekly team meetings means everyone who attends that meeting is always in the know about how the meeting will be structured and what is expected of them week-to-
week.DocumentationTemplates provide a single place for teams to come together and share their thoughts, updates, and ideas. Having a single place ensures that the meeting notes from your weekly team meeting are clearly documented for future reference.Accountability Most good weekly meeting agenda templates will have a section for action
items where the tasks that come out of the meeting can be documented, assigned, and easily tracked. Having this as part of your weekly team meeting structure fosters accountability for your entire team and reduces the need for follow-up.CommunicationBecause your team knows what to expect from every weekly team meeting, they can
communicate with each other better. Knowing what's on the agenda means everyone can come to the meeting prepared to converse and engage with each other.Tips for hosting more effective weekly team meetingsDue to their recurring nature, weekly team meetings can either elevate your team or slow them down. With this in mind, here are some
tips for hosting more effective weekly team meetings:Leverage AlBecause ineffective meetings can be a drain on resources, leveraging Al to automate parts of your meeting workflow will help ensure your weekly team meetings are always a good use of everyone's time. Fellow is the all-in-one Al meeting management software designed to help you
have fewer, shorter, more effective weekly team meetings. Its Al Meeting Copilot automatically records, transcribes, summarizes, and shares your weekly team meeting notes with attendees. This means teams can show up prepared and focus on the conversation, rather than scrambling to take meeting notes and follow up afterwards.{{blog-insert-ai-
central="/blog-inserts"}} Automate the meeting prepGetting ready for a meeting can be demanding in terms of energy and bandwidth. Using a software that can automate meeting prep for your team will help ensure they're as effective as possible. Fellow, for example, has pre-meeting reminders and automations to ensure your team adds to the
weekly team meeting agenda in advance, so you don't have to worry about reminding attendees yourself. Foster collaborationLeadership shouldn't be the only ones coming to the team meeting with talking points. Encourage each attendee to add to the weekly team meeting agenda in order to contribute to the conversation effectively. If an attendee
doesn't have any talking points, consider encouraging them to attend asynchronously to give them time time back in their calendar. Keep meetings lean and efficient Weekly team meetings are most effective when they have the right amount of attendees and last an appropriate amount of time. Ensure your meetings aren't overcrowded with attendees
who don't need to be there, and be sure to keep an eye on how long they last.Respect the time of your teamMeeting burnout is a very real issue, and overbooking the calendars of your team can prevent them from completing their work efficiently and effectively. Make sure your weekly team meetings are realistic and respectful of everyone's
schedules and workload.Fellow's built-in meeting guidelines help ensure every meeting organizer makes smart meeting decisions with costs in mind. This means keeping the attendee number to under 7, respecting people's schedules by booking meetings with enough time to prepare, and leaving time for deep work and execution through company-
wide no meeting days.ConclusionWeekly team meetings have the potential to elevate your team's workflow when they're structured to be as efficient and effective as possible. A weekly team meeting agenda template can be customized to your team's needs and help them be as efficient as possible. Benefits of using a weekly team meeting agenda
template include improved time saving, consistency, documentation, accountability, and communication. With the different types of weekly team meetings, it's important to choose the right template for your team. When it comes to setting up your meetings for success, choosing an AI meeting management software like Fellow can help automate the
process with Al powered recordings, summaries, and transcripts. When done well, weekly team meetings can be an effective use of time for everyone. They give team members the opportunity to sync on priorities, and leadership the ability to get everyone on the same page. However, team meetings that are run without structure can become a drain
on employee resources and an unproductive use of time. The best and easiest way to avoid this is by using a weekly meeting agenda to ensure every meeting stays on track.In this post, we will cover:Different types of weekly meeting agenda templatesOne of the nuances of weekly team meetings is that they are often unique to the teams that are
running them. Engineering teams, for example, won't run their team meetings in the same way that an operational weekly meeting or executive leadership weekly meeting would be run. Below are some examples of different types of weekly team meetings and their respective structures. These templates are best used in Fellow, the all in one

Al meeting management platform that solves your meeting problem. When you use them in Fellow, they can be easily applied to any calendar event with just a few clicks, fostering collaboration and structure for your entire organization:Weekly Team MeetingThis weekly team meeting agenda template is meant to encompass multiple teams in the
same meeting. { {weekly-team-meeting="/blog-inserts-7"} } Weekly Manager MeetingThis template is designed for leaders who manage managers, and gives each participant the opportunity to share updates, wins, goals, challenges, and more.{{weekly-manager-meeting="/blog-inserts-7"} }Weekly Sprint MeetingSprint meetings are often used by
engineering teams, but this template casts a wide enough net where any team engaging in a sprint can use it.{{weekly-sprint-meeting="/blog-inserts-7"} } Remote Weekly MeetingIn a remote workforce, connecting weekly can have its own unique set of challenges, and therefore deserves its own unique structure. {{remote-weekly-meeting="/blog-
inserts-6"} } Project Check-in MeetingFor certain projects, it can be necessary to meet weekly to ensure all the moving parts are going smoothly, and that the project objective is always top of mind. { {project-check-in-meeting="/blog-inserts-5"} } Executive Weekly Team MeetingThe executive team in an organization has a different set of priorities when
compared to other teams, so this template is structured with an executive team's unique needs in mind.{{executive-weekly-team-meeting="/blog-inserts"} } Weekly Meetingln comparison to the weekly team meeting template, the more general weekly meeting template is structured to accommodate teams of more unique sizes, and goes more in-depth
into highlights, roadblocks, new information, and other important notes.{{weekly-meeting="/blog-inserts-7"} } Weekly Marketing MeetingMarketing team meetings often encompass different kinds of goals and updates, so the structure for this template has been designed accordingly. { {weekly-marketing-meeting="/blog-inserts-7"} }If you're looking
for more templates for the different kinds of meetings in your organization, Fellow's got you covered. Fellow is the all-in-one Al meeting management solution that has over 500 fully customizable meeting templates for you and your team's needs. Benefits of using a weekly team meeting agenda templateBesides helping structure the different weekly
team meetings in your organization, using a weekly team meeting agenda template can help streamline workflows for you and your team in more ways than one:Time savingUsing a ready-built template that comes pre-populated with topics and talking points means you don't have to take time out of your day to craft a meeting agenda manually, and
the same goes for other leaders and teams in your organization. Consistency Picking out the right template for your team's needs and using it consistently for weekly team meetings means everyone who attends that meeting is always in the know about how the meeting will be structured and what is expected of them week-to-
week.DocumentationTemplates provide a single place for teams to come together and share their thoughts, updates, and ideas. Having a single place ensures that the meeting notes from your weekly team meeting are clearly documented for future reference.Accountability Most good weekly meeting agenda templates will have a section for action
items where the tasks that come out of the meeting can be documented, assigned, and easily tracked. Having this as part of your weekly team meeting structure fosters accountability for your entire team and reduces the need for follow-up.CommunicationBecause your team knows what to expect from every weekly team meeting, they can
communicate with each other better. Knowing what's on the agenda means everyone can come to the meeting prepared to converse and engage with each other.Tips for hosting more effective weekly team meetingsDue to their recurring nature, weekly team meetings can either elevate your team or slow them down. With this in mind, here are some
tips for hosting more effective weekly team meetings:Leverage AlBecause ineffective meetings can be a drain on resources, leveraging Al to automate parts of your meeting workflow will help ensure your weekly team meetings are always a good use of everyone's time. Fellow is the all-in-one AI meeting management software designed to help you
have fewer, shorter, more effective weekly team meetings. Its AI Meeting Copilot automatically records, transcribes, summarizes, and shares your weekly team meeting notes with attendees. This means teams can show up prepared and focus on the conversation, rather than scrambling to take meeting notes and follow up afterwards. { {blog-insert-ai-
central="/blog-inserts"}} Automate the meeting prepGetting ready for a meeting can be demanding in terms of energy and bandwidth. Using a software that can automate meeting prep for your team will help ensure they're as effective as possible. Fellow, for example, has pre-meeting reminders and automations to ensure your team adds to the
weekly team meeting agenda in advance, so you don't have to worry about reminding attendees yourself. Foster collaborationLeadership shouldn't be the only ones coming to the team meeting with talking points. Encourage each attendee to add to the weekly team meeting agenda in order to contribute to the conversation effectively. If an attendee
doesn't have any talking points, consider encouraging them to attend asynchronously to give them time time back in their calendar. Keep meetings lean and efficient Weekly team meetings are most effective when they have the right amount of attendees and last an appropriate amount of time. Ensure your meetings aren't overcrowded with attendees
who don't need to be there, and be sure to keep an eye on how long they last.Respect the time of your teamMeeting burnout is a very real issue, and overbooking the calendars of your team can prevent them from completing their work efficiently and effectively. Make sure your weekly team meetings are realistic and respectful of everyone's
schedules and workload.Fellow's built-in meeting guidelines help ensure every meeting organizer makes smart meeting decisions with costs in mind. This means keeping the attendee number to under 7, respecting people's schedules by booking meetings with enough time to prepare, and leaving time for deep work and execution through company-
wide no meeting days.ConclusionWeekly team meetings have the potential to elevate your team's workflow when they're structured to be as efficient and effective as possible. A weekly team meeting agenda template can be customized to your team's needs and help them be as efficient as possible. Benefits of using a weekly team meeting agenda
template include improved time saving, consistency, documentation, accountability, and communication. With the different types of weekly team meetings, it's important to choose the right template for your team. When it comes to setting up your meetings for success, choosing an AI meeting management software like Fellow can help automate the
process with Al powered recordings, summaries, and transcripts. When done well, weekly team meetings can be an effective use of time for everyone. They give team members the opportunity to sync on priorities, and leadership the ability to get everyone on the same page. However, team meetings that are run without structure can become a drain
on employee resources and an unproductive use of time. The best and easiest way to avoid this is by using a weekly meeting agenda to ensure every meeting stays on track.In this post, we will cover:Different types of weekly meeting agenda templatesOne of the nuances of weekly team meetings is that they are often unique to the teams that are
running them. Engineering teams, for example, won't run their team meetings in the same way that an operational weekly meeting or executive leadership weekly meeting would be run. Below are some examples of different types of weekly team meetings and their respective structures. These templates are best used in Fellow, the all in one

Al meeting management platform that solves your meeting problem. When you use them in Fellow, they can be easily applied to any calendar event with just a few clicks, fostering collaboration and structure for your entire organization:Weekly Team MeetingThis weekly team meeting agenda template is meant to encompass multiple teams in the
same meeting. { {weekly-team-meeting="/blog-inserts-7"} } Weekly Manager MeetingThis template is designed for leaders who manage managers, and gives each participant the opportunity to share updates, wins, goals, challenges, and more.{{weekly-manager-meeting="/blog-inserts-7"} }Weekly Sprint MeetingSprint meetings are often used by
engineering teams, but this template casts a wide enough net where any team engaging in a sprint can use it.{{weekly-sprint-meeting="/blog-inserts-7"} } Remote Weekly Meetingln a remote workforce, connecting weekly can have its own unique set of challenges, and therefore deserves its own unique structure. {{remote-weekly-meeting="/blog-
inserts-6"} } Project Check-in MeetingFor certain projects, it can be necessary to meet weekly to ensure all the moving parts are going smoothly, and that the project objective is always top of mind.{{project-check-in-meeting="/blog-inserts-5"} } Executive Weekly Team MeetingThe executive team in an organization has a different set of priorities when
compared to other teams, so this template is structured with an executive team's unique needs in mind.{{executive-weekly-team-meeting="/blog-inserts"} } Weekly Meetingln comparison to the weekly team meeting template, the more general weekly meeting template is structured to accommodate teams of more unique sizes, and goes more in-depth
into highlights, roadblocks, new information, and other important notes.{{weekly-meeting="/blog-inserts-7"} } Weekly Marketing MeetingMarketing team meetings often encompass different kinds of goals and updates, so the structure for this template has been designed accordingly. { {weekly-marketing-meeting="/blog-inserts-7"} }If you're looking
for more templates for the different kinds of meetings in your organization, Fellow's got you covered. Fellow is the all-in-one Al meeting management solution that has over 500 fully customizable meeting templates for you and your team's needs. Benefits of using a weekly team meeting agenda templateBesides helping structure the different weekly
team meetings in your organization, using a weekly team meeting agenda template can help streamline workflows for you and your team in more ways than one:Time savingUsing a ready-built template that comes pre-populated with topics and talking points means you don't have to take time out of your day to craft a meeting agenda manually, and
the same goes for other leaders and teams in your organization. Consistency Picking out the right template for your team's needs and using it consistently for weekly team meetings means everyone who attends that meeting is always in the know about how the meeting will be structured and what is expected of them week-to-
week.DocumentationTemplates provide a single place for teams to come together and share their thoughts, updates, and ideas. Having a single place ensures that the meeting notes from your weekly team meeting are clearly documented for future reference.Accountability Most good weekly meeting agenda templates will have a section for action
items where the tasks that come out of the meeting can be documented, assigned, and easily tracked. Having this as part of your weekly team meeting structure fosters accountability for your entire team and reduces the need for follow-up.CommunicationBecause your team knows what to expect from every weekly team meeting, they can
communicate with each other better. Knowing what's on the agenda means everyone can come to the meeting prepared to converse and engage with each other.Tips for hosting more effective weekly team meetingsDue to their recurring nature, weekly team meetings can either elevate your team or slow them down. With this in mind, here are some
tips for hosting more effective weekly team meetings:Leverage AlBecause ineffective meetings can be a drain on resources, leveraging Al to automate parts of your meeting workflow will help ensure your weekly team meetings are always a good use of everyone's time. Fellow is the all-in-one AI meeting management software designed to help you
have fewer, shorter, more effective weekly team meetings. Its Al Meeting Copilot automatically records, transcribes, summarizes, and shares your weekly team meeting notes with attendees. This means teams can show up prepared and focus on the conversation, rather than scrambling to take meeting notes and follow up afterwards.{{blog-insert-ai-
central="/blog-inserts"}} Automate the meeting prepGetting ready for a meeting can be demanding in terms of energy and bandwidth. Using a software that can automate meeting prep for your team will help ensure they're as effective as possible. Fellow, for example, has pre-meeting reminders and automations to ensure your team adds to the
weekly team meeting agenda in advance, so you don't have to worry about reminding attendees yourself. Foster collaborationLeadership shouldn't be the only ones coming to the team meeting with talking points. Encourage each attendee to add to the weekly team meeting agenda in order to contribute to the conversation effectively. If an attendee
doesn't have any talking points, consider encouraging them to attend asynchronously to give them time time back in their calendar. Keep meetings lean and efficient Weekly team meetings are most effective when they have the right amount of attendees and last an appropriate amount of time. Ensure your meetings aren't overcrowded with attendees
who don't need to be there, and be sure to keep an eye on how long they last.Respect the time of your teamMeeting burnout is a very real issue, and overbooking the calendars of your team can prevent them from completing their work efficiently and effectively. Make sure your weekly team meetings are realistic and respectful of everyone's
schedules and workload.Fellow's built-in meeting guidelines help ensure every meeting organizer makes smart meeting decisions with costs in mind. This means keeping the attendee number to under 7, respecting people's schedules by booking meetings with enough time to prepare, and leaving time for deep work and execution through company-
wide no meeting days.ConclusionWeekly team meetings have the potential to elevate your team's workflow when they're structured to be as efficient and effective as possible. A weekly team meeting agenda template can be customized to your team's needs and help them be as efficient as possible. Benefits of using a weekly team meeting agenda
template include improved time saving, consistency, documentation, accountability, and communication. With the different types of weekly team meetings, it's important to choose the right template for your team. When it comes to setting up your meetings for success, choosing an Al meeting management software like Fellow can help automate the
process with Al powered recordings, summaries, and transcripts. When done well, weekly team meetings can be an effective use of time for everyone. They give team members the opportunity to sync on priorities, and leadership the ability to get everyone on the same page. However, team meetings that are run without structure can become a drain
on employee resources and an unproductive use of time. The best and easiest way to avoid this is by using a weekly meeting agenda to ensure every meeting stays on track.In this post, we will cover:Different types of weekly meeting agenda templatesOne of the nuances of weekly team meetings is that they are often unique to the teams that are
running them. Engineering teams, for example, won't run their team meetings in the same way that an operational weekly meeting or executive leadership weekly meeting would be run. Below are some examples of different types of weekly team meetings and their respective structures. These templates are best used in Fellow, the all in one

Al meeting management platform that solves your meeting problem. When you use them in Fellow, they can be easily applied to any calendar event with just a few clicks, fostering collaboration and structure for your entire organization:Weekly Team MeetingThis weekly team meeting agenda template is meant to encompass multiple teams in the
same meeting.{{weekly-team-meeting="/blog-inserts-7"} } Weekly Manager MeetingThis template is designed for leaders who manage managers, and gives each participant the opportunity to share updates, wins, goals, challenges, and more.{{weekly-manager-meeting="/blog-inserts-7"} } Weekly Sprint MeetingSprint meetings are often used by
engineering teams, but this template casts a wide enough net where any team engaging in a sprint can use it.{{weekly-sprint-meeting="/blog-inserts-7"} } Remote Weekly MeetingIn a remote workforce, connecting weekly can have its own unique set of challenges, and therefore deserves its own unique structure. {{remote-weekly-meeting="/blog-
inserts-6"} } Project Check-in MeetingFor certain projects, it can be necessary to meet weekly to ensure all the moving parts are going smoothly, and that the project objective is always top of mind. { {project-check-in-meeting="/blog-inserts-5"} } Executive Weekly Team MeetingThe executive team in an organization has a different set of priorities when
compared to other teams, so this template is structured with an executive team's unique needs in mind. { {executive-weekly-team-meeting="/blog-inserts"} } Weekly MeetingIn comparison to the weekly team meeting template, the more general weekly meeting template is structured to accommodate teams of more unique sizes, and goes more in-depth
into highlights, roadblocks, new information, and other important notes.{{weekly-meeting="/blog-inserts-7"} } Weekly Marketing MeetingMarketing team meetings often encompass different kinds of goals and updates, so the structure for this template has been designed accordingly. { {weekly-marketing-meeting="/blog-inserts-7"} }If you're looking
for more templates for the different kinds of meetings in your organization, Fellow's got you covered. Fellow is the all-in-one Al meeting management solution that has over 500 fully customizable meeting templates for you and your team's needs. Benefits of using a weekly team meeting agenda templateBesides helping structure the different weekly
team meetings in your organization, using a weekly team meeting agenda template can help streamline workflows for you and your team in more ways than one:Time savingUsing a ready-built template that comes pre-populated with topics and talking points means you don't have to take time out of your day to craft a meeting agenda manually, and
the same goes for other leaders and teams in your organization. Consistency Picking out the right template for your team's needs and using it consistently for weekly team meetings means everyone who attends that meeting is always in the know about how the meeting will be structured and what is expected of them week-to-
week.DocumentationTemplates provide a single place for teams to come together and share their thoughts, updates, and ideas. Having a single place ensures that the meeting notes from your weekly team meeting are clearly documented for future reference.Accountability Most good weekly meeting agenda templates will have a section for action
items where the tasks that come out of the meeting can be documented, assigned, and easily tracked. Having this as part of your weekly team meeting structure fosters accountability for your entire team and reduces the need for follow-up.CommunicationBecause your team knows what to expect from every weekly team meeting, they can
communicate with each other better. Knowing what's on the agenda means everyone can come to the meeting prepared to converse and engage with each other.Tips for hosting more effective weekly team meetingsDue to their recurring nature, weekly team meetings can either elevate your team or slow them down. With this in mind, here are some
tips for hosting more effective weekly team meetings:Leverage AlBecause ineffective meetings can be a drain on resources, leveraging Al to automate parts of your meeting workflow will help ensure your weekly team meetings are always a good use of everyone's time. Fellow is the all-in-one Al meeting management software designed to help you
have fewer, shorter, more effective weekly team meetings. Its AI Meeting Copilot automatically records, transcribes, summarizes, and shares your weekly team meeting notes with attendees. This means teams can show up prepared and focus on the conversation, rather than scrambling to take meeting notes and follow up afterwards.{ {blog-insert-ai-
central="/blog-inserts"}} Automate the meeting prepGetting ready for a meeting can be demanding in terms of energy and bandwidth. Using a software that can automate meeting prep for your team will help ensure they're as effective as possible. Fellow, for example, has pre-meeting reminders and automations to ensure your team adds to the
weekly team meeting agenda in advance, so you don't have to worry about reminding attendees yourself. Foster collaborationLeadership shouldn't be the only ones coming to the team meeting with talking points. Encourage each attendee to add to the weekly team meeting agenda in order to contribute to the conversation effectively. If an attendee
doesn't have any talking points, consider encouraging them to attend asynchronously to give them time time back in their calendar. Keep meetings lean and efficient Weekly team meetings are most effective when they have the right amount of attendees and last an appropriate amount of time. Ensure your meetings aren't overcrowded with attendees
who don't need to be there, and be sure to keep an eye on how long they last.Respect the time of your teamMeeting burnout is a very real issue, and overbooking the calendars of your team can prevent them from completing their work efficiently and effectively. Make sure your weekly team meetings are realistic and respectful of everyone's
schedules and workload.Fellow's built-in meeting guidelines help ensure every meeting organizer makes smart meeting decisions with costs in mind. This means keeping the attendee number to under 7, respecting people's schedules by booking meetings with enough time to prepare, and leaving time for deep work and execution through company-
wide no meeting days.ConclusionWeekly team meetings have the potential to elevate your team's workflow when they're structured to be as efficient and effective as possible. A weekly team meeting agenda template can be customized to your team's needs and help them be as efficient as possible. Benefits of using a weekly team meeting agenda
template include improved time saving, consistency, documentation, accountability, and communication. With the different types of weekly team meetings, it's important to choose the right template for your team. When it comes to setting up your meetings for success, choosing an AI meeting management software like Fellow can help automate the
process with Al powered recordings, summaries, and transcripts. When done well, weekly team meetings can be an effective use of time for everyone. They give team members the opportunity to sync on priorities, and leadership the ability to get everyone on the same page. However, team meetings that are run without structure can become a drain
on employee resources and an unproductive use of time. The best and easiest way to avoid this is by using a weekly meeting agenda to ensure every meeting stays on track.In this post, we will cover:Different types of weekly meeting agenda templatesOne of the nuances of weekly team meetings is that they are often unique to the teams that are
running them. Engineering teams, for example, won't run their team meetings in the same way that an operational weekly meeting or executive leadership weekly meeting would be run. Below are some examples of different types of weekly team meetings and their respective structures. These templates are best used in Fellow, the all in one

Al meeting management platform that solves your meeting problem. When you use them in Fellow, they can be easily applied to any calendar event with just a few clicks, fostering collaboration and structure for your entire organization:Weekly Team MeetingThis weekly team meeting agenda template is meant to encompass multiple teams in the
same meeting. { {weekly-team-meeting="/blog-inserts-7"} } Weekly Manager MeetingThis template is designed for leaders who manage managers, and gives each participant the opportunity to share updates, wins, goals, challenges, and more.{{weekly-manager-meeting="/blog-inserts-7"} } Weekly Sprint MeetingSprint meetings are often used by
engineering teams, but this template casts a wide enough net where any team engaging in a sprint can use it.{{weekly-sprint-meeting="/blog-inserts-7"} } Remote Weekly MeetingIn a remote workforce, connecting weekly can have its own unique set of challenges, and therefore deserves its own unique structure. {{remote-weekly-meeting="/blog-
inserts-6"} }Project Check-in MeetingFor certain projects, it can be necessary to meet weekly to ensure all the moving parts are going smoothly, and that the project objective is always top of mind. { {project-check-in-meeting="/blog-inserts-5"} } Executive Weekly Team MeetingThe executive team in an organization has a different set of priorities when
compared to other teams, so this template is structured with an executive team's unique needs in mind.{{executive-weekly-team-meeting="/blog-inserts"} } Weekly Meetingln comparison to the weekly team meeting template, the more general weekly meeting template is structured to accommodate teams of more unique sizes, and goes more in-depth
into highlights, roadblocks, new information, and other important notes.{{weekly-meeting="/blog-inserts-7"} } Weekly Marketing MeetingMarketing team meetings often encompass different kinds of goals and updates, so the structure for this template has been designed accordingly. { {weekly-marketing-meeting="/blog-inserts-7"} }If you're looking
for more templates for the different kinds of meetings in your organization, Fellow's got you covered. Fellow is the all-in-one Al meeting management solution that has over 500 fully customizable meeting templates for you and your team's needs. Benefits of using a weekly team meeting agenda templateBesides helping structure the different weekly
team meetings in your organization, using a weekly team meeting agenda template can help streamline workflows for you and your team in more ways than one:Time savingUsing a ready-built template that comes pre-populated with topics and talking points means you don't have to take time out of your day to craft a meeting agenda manually, and
the same goes for other leaders and teams in your organization. Consistency Picking out the right template for your team's needs and using it consistently for weekly team meetings means everyone who attends that meeting is always in the know about how the meeting will be structured and what is expected of them week-to-
week.DocumentationTemplates provide a single place for teams to come together and share their thoughts, updates, and ideas. Having a single place ensures that the meeting notes from your weekly team meeting are clearly documented for future reference.Accountability Most good weekly meeting agenda templates will have a section for action
items where the tasks that come out of the meeting can be documented, assigned, and easily tracked. Having this as part of your weekly team meeting structure fosters accountability for your entire team and reduces the need for follow-up.CommunicationBecause your team knows what to expect from every weekly team meeting, they can
communicate with each other better. Knowing what's on the agenda means everyone can come to the meeting prepared to converse and engage with each other.Tips for hosting more effective weekly team meetingsDue to their recurring nature, weekly team meetings can either elevate your team or slow them down. With this in mind, here are some
tips for hosting more effective weekly team meetings:Leverage AlBecause ineffective meetings can be a drain on resources, leveraging Al to automate parts of your meeting workflow will help ensure your weekly team meetings are always a good use of everyone's time. Fellow is the all-in-one AI meeting management software designed to help you
have fewer, shorter, more effective weekly team meetings. Its AI Meeting Copilot automatically records, transcribes, summarizes, and shares your weekly team meeting notes with attendees. This means teams can show up prepared and focus on the conversation, rather than scrambling to take meeting notes and follow up afterwards. { {blog-insert-ai-
central="/blog-inserts"}} Automate the meeting prepGetting ready for a meeting can be demanding in terms of energy and bandwidth. Using a software that can automate meeting prep for your team will help ensure they're as effective as possible. Fellow, for example, has pre-meeting reminders and automations to ensure your team adds to the
weekly team meeting agenda in advance, so you don't have to worry about reminding attendees yourself. Foster collaborationLeadership shouldn't be the only ones coming to the team meeting with talking points. Encourage each attendee to add to the weekly team meeting agenda in order to contribute to the conversation effectively. If an attendee
doesn't have any talking points, consider encouraging them to attend asynchronously to give them time time back in their calendar. Keep meetings lean and efficient Weekly team meetings are most effective when they have the right amount of attendees and last an appropriate amount of time. Ensure your meetings aren't overcrowded with attendees
who don't need to be there, and be sure to keep an eye on how long they last.Respect the time of your teamMeeting burnout is a very real issue, and overbooking the calendars of your team can prevent them from completing their work efficiently and effectively. Make sure your weekly team meetings are realistic and respectful of everyone's
schedules and workload.Fellow's built-in meeting guidelines help ensure every meeting organizer makes smart meeting decisions with costs in mind. This means keeping the attendee number to under 7, respecting people's schedules by booking meetings with enough time to prepare, and leaving time for deep work and execution through company-



wide no meeting days.ConclusionWeekly team meetings have the potential to elevate your team's workflow when they're structured to be as efficient and effective as possible. A weekly team meeting agenda template can be customized to your team's needs and help them be as efficient as possible. Benefits of using a weekly team meeting agenda
template include improved time saving, consistency, documentation, accountability, and communication. With the different types of weekly team meetings, it's important to choose the right template for your team. When it comes to setting up your meetings for success, choosing an AI meeting management software like Fellow can help automate the
process with Al powered recordings, summaries, and transcripts. 25 TemplatesWhat is a Notion template?A Notion template is any publicly shared page in Notion that can be duplicated. They allow you to share your favorite workflows with the community, or duplicate other workflows that you want to use. Once you identify the template(s) you’'d like
to use, click the Start with this template or Get Template button. If you're already signed into Notion, the template will automatically be added to your workspace in the Private section of your sidebar. If you're logged out or don’t have a Notion account, you’ll be prompted to sign in or create an account first. How do I make a Notion template? You can
make any Notion page a template by clicking Share in the top right, select the Publish tab, and click the Publish to web button. Make sure the Allow duplicate as template is toggled on. To share, use the public-facing URL or click the Copy web link button in the Publish tab.How do I submit my template to the Notion Template Gallery? To submit a
template to the gallery, go to notion.com/templates and click the Submit a template button in the upper right corner or visit notion.so/submit-a-template. Fill out the form (including your public template link, template name, template descriptions, and template category) to share your template with the Notion community! How can I customize the
template? Once you've added a template into your workspace, you have endless options for what you can change, edit, or update to fit your needs. Templates are just a starting point to help you create your ideal workspace.Here are a few common updates and changes that you can make once duplicating a template:Pages — Update the page cover
photo, add/change an icon, and change the page title.Text — Add formatting, like bold, italics, text color, and background color. Change heading levels, add bullet or numbered lists, and move sections around.Blocks — Add blocks like callouts, toggle lists, or tables. Remove blocks that you don’t need to reduce clutter or make space for extra
blocks.Databases — Change property names, types, and icons, or add/remove properties that don’t fit your needs. Add new database views, like boards, lists, calendars, timelines, or galleries.Still have more questions? Learn more in our help center. Meeting Schedule Templates play an important role in the decision-making process of a business. It is
often seen that unscheduled meetings without setting a proper agenda don’t go well. Because every participant remains ambiguous about the outline of the meeting topics and which leads to unproductive results. However, scheduling periodic meetings generates successful results. It helps the business to track the performance of their projects and
the departments, as well as the team members, effectively. Creating a schedule of meetings provides the opportunity for team members to share their creative ideas and even concerns with the managers. Moreover, for managers, it becomes easy to save valuable time and resources with properly scheduled meetings. One can easily organize, share the
agenda, and initiate a healthy debate within the organization. Further, it will set the direction for reaching short-term and long-term business goals. Therefore, it is inevitably crucial to hold periodic meetings with the help of Meeting Schedule Templates. How Meeting Schedule Templates are Helpful? It takes a lot of time and responsibility to conduct
meetings. However, with the help of meeting schedule templates, the whole process becomes easy. Being a manager, you can easily prepare the outlines of the topics, like who is going to take part in meetings and what the exact time and location are. In addition, using these templates will allow you to inform the concerned person regarding the
meeting agenda in a timely manner. In that way, they took an active part and gave efficient presentations for further decisions. Moreover, these templates not only help the managers but also the top hierarchy to foresee the progress of the business to take corrective measures. That is how meeting schedule templates are profoundly helpful for any
business to reach its desired outcomes. Daily Meeting Schedule Template Here we are going to give you the amazing opportunity of using the daily meeting schedule template for free. This template will make things easy for you to schedule your daily meetings with staff to track their short-term goals. You can prior set the agenda and let the staff
discuss it even before and during the meeting in a relaxed environment. This particular template includes different segments to add information. Like, you can add the number of attendees with their names and also take notes for certain improvements. You will get a clear picture of daily tasks and progress within the time limit to achieve your goals.
Moreover, it is available in full customization mode. Therefore, you can add the necessary information as per your desires in the respective sections easily after downloading it below. Weekly Meeting Schedule Template The weekly meeting schedule templates help the business to analyze the current situation and make vital steps for improvements.
Below is an awesome weekly meeting planner that comes in Microsoft Word format. This weekly template will allow you to update every team member’s performance and issues in a sophisticated manner. In short, it has numerous key features that distinguish it from other templates. Key Features: It has a pleasing theme with a combination of
charcoal and golden colors. The template is developed in Word format, which is easy to operate. User-friendly and fully customizable so you can add the number of people to attend the meeting with time, date, and location. Each segment has separate areas to add information. At the top right side of the template, you can also add your company logo.
It contains a day-wise section for managers to invite staff from different departments throughout the week. Importantly, it will guide you to add a day-wise agenda at the bottom for guiding the staff. In that way, they will know the details of specific topics alongside breaks and other stuff that is going to happen in meetings. You can get this eye-
catching layout with a single click on the download button. Bi-Weekly Meeting Schedule Template When it comes to scheduling bi-weekly meetings, the template below is an ideal solution for you. It is the perfect task and performance tracking tool for small, medium, and even large-scale businesses. This bi-weekly meeting template makes the
implementation of the strategies so convenient. That is how you will achieve your business targets for the bi-weekly period. In addition, this precise template includes all the segments that will cover the essential areas for holding well-planned meetings. Therefore, you don’t need to get yourself troubled with high-paid, strenuous meeting schedules
and try out our handy bi-weekly meeting schedule blue theme template for free. Monthly Meeting Schedule Template The monthly meetings have the same amount of worth as any other asset of the business. It allows staff and managers to sit together and engage themselves in productive dialogue. That is how staff unleash their full potential and help
rapidly in the development of the business. Therefore, we have created the following monthly meeting schedule template that will do the rest for the users. Furthermore, you can easily figure out how effortlessly you can enter the meeting agenda at the top with other crucial meeting segments. Similarly, this template will guide you in adding the
required information about the attendees. Like their departments, phone, and email. Therefore, clear-cut information can be delivered to members regarding meeting location, timing, and date. In short, downloading is totally free of cost. You will get this commendable template in a zip folder by clicking the download button below. Yearly Meeting
Schedule Template The accomplishment of long-term business goals demands consistent effort. On the other hand, it is also imperative to keep a periodic check and balance to determine whether goals are being tracked properly or not. So, try out our gray color theme yearly meeting schedule template. It will offer you all the answers that you are
seeking. Likewise, It will also help you to achieve the desired objectives by monthly meetings during the year. This template is simply accessible in Word format. Its design is astoundingly convenient for regular use. You can allocate the monthly planning and methods to the employees and take their suggestions, respectively. Moreover, it will also let
the managers make significant decisions for the betterment of the staff and for the growth of the businesses. Another thing that makes this meeting schedule template special is that it has no cost. You can get quick access to all its aspects without paying a single dime. Download a Sample Team Meeting Agenda Template for Excel | Microsoft Word

| PowerPoint | Google DocsDownload a Blank Team Meeting Agenda Template for Excel | Microsoft Word | PowerPoint | Google DocsDraft and finalize your team meeting agenda with this easy-to-use sample template. The template features space to record all meeting attendees and agenda items. Use the template to note the presenters and
duration times for each item. The item subheadings will help you keep your meeting on track and keep all team members informed of meeting goals. To better understand how to improve your team’s collaboration and performance through feedback, see this article on running lessons learned meetings. Download a Weekly Team Meeting Agenda
Template for Excel | Microsoft Word | Google DocsAcknowledge weekly achievements and review goal progress with this comprehensive meeting agenda template. The template features specialized sections for team members to review action items from the previous meeting and present new items and outcomes for discussion. Use the template to
help promote collaboration and efficiency on your team.Learn how a Scrum meeting can benefit your team with this all-in-one guide to Scrum meetings. Download a Staff Meeting Agenda Template for Microsoft Word | Google DocsShare important staff updates and announcements with this meeting agenda template. The template includes staff-
specific agenda items such as training, housekeeping, and administrative reviews. The vertical breakdown of agenda items, time, and presenter information helps managers keep staff meetings on track.For more agenda options, check out this collection of free meeting agenda templates. Download a Printable Team Meeting Agenda Template for
Microsoft Word | Google DocsFill in and print out this agenda template for your next team meeting. The template features all the essential sections needed for a team meeting agenda, such as meeting duration, attendees, agenda items, and more. The template also includes space to provide virtual meeting information, such as a call-in number, a call-
in code, and an online meeting link. Download a Team Meeting Minutes Template for Microsoft Word | Google DocsPresent and submit complete and accurate meeting minutes to your team with this handy and easy-to-use template. This meeting minutes template allows you to list all attendees and their relevant roles. It also features space to record
the owner, deadline, and status for each action item. Download a Team Meeting Notes Template for Microsoft Word | Google DocsThis template is an excellent option for those looking to take and organize team meeting notes more efficiently. This meeting notes template features columns to list agenda and action items with corresponding
announcements and discussion summaries. Use these notes as a first draft for meeting minutes. Download a Team Meeting Invite Template for Microsoft Word | Google DocsUse this template to ensure that the wording and tone of your next team meeting invitation are professional and clear. Fill in the missing items in brackets, and customize the
message as you see fit. This will serve as a brief and informative invite for your next big meeting. A team meeting agenda is a guide that helps meeting leaders keep their teams on track. They ensure that the discussion stays focused on relevant items. A good meeting agenda is detailed and precise. Although team meeting agendas vary by meeting
type, industry, and company size, they will typically include the following items:Meeting Name: Enter the name of the meeting. Team Name: Enter the name of the team or teams participating in the meeting.Meeting Date, Time, and Location: List the team meeting date, time, and location.Attendees: List the names and job titles of the team members
and guests in attendance.Role Assignments: Assign the minute taker and timekeeper roles.Meeting Minutes: Review and, if needed, amend the previous meeting's minutes for approval.Agenda Items: List important discussion topics and who presented each item.Action Items: Provide a status update for action items.Summary and Review: Summarize
and review agenda item discussions and new action item assignments. Empower your people to go above and beyond with a flexible platform designed to match the needs of your team — and adapt as those needs change. The Smartsheet platform makes it easy to plan, capture, manage, and report on work from anywhere, helping your team be more
effective and get more done. Report on key metrics and get real-time visibility into work as it happens with roll-up reports, dashboards, and automated workflows built to keep your team connected and informed. When teams have clarity into the work getting done, there’s no telling how much more they can accomplish in the same amount of
time. Try Smartsheet for free, today. When done well, weekly team meetings can be an effective use of time for everyone. They give team members the opportunity to sync on priorities, and leadership the ability to get everyone on the same page. However, team meetings that are run without structure can become a drain on employee resources and
an unproductive use of time. The best and easiest way to avoid this is by using a weekly meeting agenda to ensure every meeting stays on track.In this post, we will cover:Different types of weekly meeting agenda templatesOne of the nuances of weekly team meetings is that they are often unique to the teams that are running them. Engineering
teams, for example, won't run their team meetings in the same way that an operational weekly meeting or executive leadership weekly meeting would be run. Below are some examples of different types of weekly team meetings and their respective structures. These templates are best used in Fellow, the all in one Al meeting management platform
that solves your meeting problem. When you use them in Fellow, they can be easily applied to any calendar event with just a few clicks, fostering collaboration and structure for your entire organization:Weekly Team MeetingThis weekly team meeting agenda template is meant to encompass multiple teams in the same meeting.{ {weekly-team-
meeting="/blog-inserts-7"} }Weekly Manager MeetingThis template is designed for leaders who manage managers, and gives each participant the opportunity to share updates, wins, goals, challenges, and more.{{weekly-manager-meeting="/blog-inserts-7"} } Weekly Sprint MeetingSprint meetings are often used by engineering teams, but this
template casts a wide enough net where any team engaging in a sprint can use it.{ {weekly-sprint-meeting="/blog-inserts-7"} } Remote Weekly Meetingln a remote workforce, connecting weekly can have its own unique set of challenges, and therefore deserves its own unique structure. {{remote-weekly-meeting="/blog-inserts-6"} } Project Check-in
MeetingFor certain projects, it can be necessary to meet weekly to ensure all the moving parts are going smoothly, and that the project objective is always top of mind.{{project-check-in-meeting="/blog-inserts-5"} } Executive Weekly Team MeetingThe executive team in an organization has a different set of priorities when compared to other teams, so
this template is structured with an executive team's unique needs in mind. { {executive-weekly-team-meeting="/blog-inserts"} } Weekly MeetingIn comparison to the weekly team meeting template, the more general weekly meeting template is structured to accommodate teams of more unique sizes, and goes more in-depth into highlights, roadblocks,
new information, and other important notes.{{weekly-meeting="/blog-inserts-7"} } Weekly Marketing MeetingMarketing team meetings often encompass different kinds of goals and updates, so the structure for this template has been designed accordingly. {{weekly-marketing-meeting="/blog-inserts-7"} }If you're looking for more templates for the
different kinds of meetings in your organization, Fellow's got you covered. Fellow is the all-in-one Al meeting management solution that has over 500 fully customizable meeting templates for you and your team's needs. Benefits of using a weekly team meeting agenda templateBesides helping structure the different weekly team meetings in your
organization, using a weekly team meeting agenda template can help streamline workflows for you and your team in more ways than one:Time savingUsing a ready-built template that comes pre-populated with topics and talking points means you don't have to take time out of your day to craft a meeting agenda manually, and the same goes for other
leaders and teams in your organization. Consistency Picking out the right template for your team's needs and using it consistently for weekly team meetings means everyone who attends that meeting is always in the know about how the meeting will be structured and what is expected of them week-to-week.DocumentationTemplates provide a single
place for teams to come together and share their thoughts, updates, and ideas. Having a single place ensures that the meeting notes from your weekly team meeting are clearly documented for future reference.Accountability Most good weekly meeting agenda templates will have a section for action items where the tasks that come out of the meeting
can be documented, assigned, and easily tracked. Having this as part of your weekly team meeting structure fosters accountability for your entire team and reduces the need for follow-up.CommunicationBecause your team knows what to expect from every weekly team meeting, they can communicate with each other better. Knowing what's on the
agenda means everyone can come to the meeting prepared to converse and engage with each other.Tips for hosting more effective weekly team meetingsDue to their recurring nature, weekly team meetings can either elevate your team or slow them down. With this in mind, here are some tips for hosting more effective weekly team
meetings:Leverage AlBecause ineffective meetings can be a drain on resources, leveraging Al to automate parts of your meeting workflow will help ensure your weekly team meetings are always a good use of everyone's time. Fellow is the all-in-one Al meeting management software designed to help you have fewer, shorter, more effective weekly
team meetings. Its AI Meeting Copilot automatically records, transcribes, summarizes, and shares your weekly team meeting notes with attendees. This means teams can show up prepared and focus on the conversation, rather than scrambling to take meeting notes and follow up afterwards.{{blog-insert-ai-central="/blog-inserts"}} Automate the
meeting prepGetting ready for a meeting can be demanding in terms of energy and bandwidth. Using a software that can automate meeting prep for your team will help ensure they're as effective as possible. Fellow, for example, has pre-meeting reminders and automations to ensure your team adds to the weekly team meeting agenda in advance, so
you don't have to worry about reminding attendees yourself. Foster collaborationLeadership shouldn't be the only ones coming to the team meeting with talking points. Encourage each attendee to add to the weekly team meeting agenda in order to contribute to the conversation effectively. If an attendee doesn't have any talking points, consider
encouraging them to attend asynchronously to give them time time back in their calendar. Keep meetings lean and efficient Weekly team meetings are most effective when they have the right amount of attendees and last an appropriate amount of time. Ensure your meetings aren't overcrowded with attendees who don't need to be there, and be sure
to keep an eye on how long they last.Respect the time of your teamMeeting burnout is a very real issue, and overbooking the calendars of your team can prevent them from completing their work efficiently and effectively. Make sure your weekly team meetings are realistic and respectful of everyone's schedules and workload.Fellow's built-in meeting
guidelines help ensure every meeting organizer makes smart meeting decisions with costs in mind. This means keeping the attendee number to under 7, respecting people's schedules by booking meetings with enough time to prepare, and leaving time for deep work and execution through company-wide no meeting days.ConclusionWeekly team
meetings have the potential to elevate your team's workflow when they're structured to be as efficient and effective as possible. A weekly team meeting agenda template can be customized to your team's needs and help them be as efficient as possible. Benefits of using a weekly team meeting agenda template include improved time saving,
consistency, documentation, accountability, and communication. With the different types of weekly team meetings, it's important to choose the right template for your team. When it comes to setting up your meetings for success, choosing an Al meeting management software like Fellow can help automate the process with Al powered recordings,
summaries, and transcripts.
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