
Before you plan: Ask yourself, does this need to be a meeting, or could it be an email or async update? If the answer is yes, plan it well.

D AT E  &  T I M E D U R AT I O N L O C AT I O N  /  L I N K

AT T E N D E E S  ( N A M E  &  R O L E )

FA C I L I TAT O R N O T E - TA K E R

Be specific. "Discuss the project" is not a purpose. "Decide the launch timeline and assign owners to the three remaining tasks" is.

M E E T I N G  P U R P O S E  ( O N E  S E N T E N C E )

W H AT  D O E S  S U C C E S S  L O O K  L I K E ?  W H AT  W I L L  W E  H AV E  D E C I D E D ,  A G R E E D ,  O R  C R E AT E D  BY  T H E  E N D ?

P R E - R E A D S  /  P R E PA R AT I O N  N E E D E D  ( S E N D  2 4 H  I N  A D VA N C E )

T I M E TO P I C  /  I T E M OW N E R

T Y P E  ( I N F O R M  /

D I S C U S S  /

D E C I D E )

M E E T I N G  D E TA I L S

P U R P O S E  &  D E S I R E D  O U T C O M E S

A G E N D A

B E S T  P R A C T I C E  T E M P L A T E

Team Meeting Planner

Use this planner before and after every significant team meeting. Clear preparation leads to better

decisions, less wasted time, and more engaged teams.
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Phones away / notifications off unless needed

One conversation at a time, no side-talks

Everyone contributes, no passengers

Challenge ideas, not people

Decisions are made in the room, no re-opening after

D E C I S I O N M A D E  BY

# AC T I O N OW N E R D U E  DAT E

1

2

3

4

5

6

N E X T  M E E T I N G  D AT E  &  P U R P O S E N O T E S  T O  B E  S E N T  T O  ( W H O  &  W H E N )

Want help putting this into practice?

Growth Performance builds the human advantage in an AI-driven world, with people, teams and

leaders.

growthperformance.co.uk/contact

hello@growthperformance.co.uk

G R O U N D  R U L E S  ( F O R  T H I S  M E E T I N G )

P O S T - M E E T I N G :  K E Y  D E C I S I O N S  M A D E

A C T I O N S
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