How to Prepare a Meeting Agenda

Updated 04.05.09

Owner: Committee Leader

Materials: Meeting Agenda Template

Meeting Recap from prior meeting
New topics for discussion

Frequency: As needed, based on committee meeting schedule

Action

How To

1. One week prior to your
scheduled meeting,
open the Meeting
Agenda Template

a. Refer to the Meeting Agenda template on the MQH website

Note: If you do not have access to a computer, a blank template is
also available in the Appendix section of your toolkit

2. Update the information
in the header

a. Type or write in the name of your committee, the date and
time of the upcoming meeting, and the location

Mary, Queen of Heaven
<committee name> Meeting Agenda
<date of meeting>
<time of meeting>
<location of meeting>

3. Review the prior
meeting’s recap

a. ldentify any topics or action items that require a follow-up at
this meeting

b. Type or write in the topic(s) or action item(s) in the body of the
agenda

Topic #1 (#

s« Inform.

dates, names of com

bers who are

information if this discussed before,

4. Add any new topic(s)
that need to be
discussed

a. Does your committee have any upcoming events or projects?

b. Are there events in the parish that your committee members
need to be aware of?

c. Do you have a recap of a committee event or project that has
taken place since the last meeting?
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5. Save the agenda (if a. Goto File > Save As > Word document
creating an electronic

ion) "@”’\ M9-00Q -

|
j New Save a copy of the document |

ET‘-,‘ 5 Word Document
~ ~— | Savethe document in the default file |

7 Open format.

i | Word Template 1
ﬂ,v:' Convert = ia\te the document as a template that can |
f?% ToT |
m:*-ma Document \>
H Save - | save a copy of the document that is fully 1

ompatible with Word 97-2003.

Bl saveas | ¢ > y Find add-ins for other file formats
,e Learn about add-ins to save to other
formats such as PDF or XPS.

—
QE.J Brint | p— Other Formats

Open the Save As dialog box to select from
(= all possible file types.
|91 Prepare »

_@ Send »

L/ Publish v

J“ Close

[ £ word options | [ X Exit word |
T

b. Inthe File Name field, type in an easily identifiable name (e.g.,
April09 Meeting Agenda or Meeting Agenda 04_2009)

c. Click Save

Save As

Savein: i =) Agendas vy @-3| X i E
- @MQH PC Mtg Agenda 04.18.07
_,J B MQH PC Mtg Agends 01.17.07
Trusted B1MQH PC Mig Agenda 08.29.07

Templates | oK PC Mtg Agenda 05.30.07

‘_‘5 WMQH PC Mtg Agends 07.18.07

3 B MQH PC Mtg Agends 01.16.08

i | B"g'csrenc;'g W MoH PC Mtg Agenda 02,27.08

B mQH PC Mtg Agenda 04.16.08

— WF)MQH PC Mtg Agenda 10.18.07

LLB B MgH PC Mtg Agenda 10.17.07

Desktop B mQH PC Mtg Agenda 11.28.07

B1MQH PC Mtg Agenda 11.29.07
WMgH_PC_Mtg_Agends_10.16.08[1]

MQH PC Mtg Agends 08.25.08

My Documents | B moH PC Mtg Agends 10.16.08

-
My Computer

= m— E—
‘é (Fiename:  [mgH pC Mg Agenda 04.30.08] D |
TRy Save as EDE- iWD,-d 97-2003 Document B |

 mmmir=m

6. Distribute the agenda If distributing the agenda: Then:

to committee members Prior to the meeting e-mail the agenda as an attachment to all

committee members at least one week
before the meeting

At the meeting Print enough copies for everyone who may
be attending
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