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Communities of Excellence—Standing Agenda
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	By
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	How to use this template
	This a template for a standing agenda for your steering committee, which includes the items that are covered in each regular meeting. We’ve formatted the template so that it can also be used to create meeting agendas for each meeting. 
You may turn on gridlines (dotted lines on tables) to show where content can be entered, but these lines will not display when printing or saving to PDF. They can be turned on/off through “View Gridlines” in the [Table] Layout tab when you have a table selected.
Remove instructions and examples in blue italics and adapt to make fit for purpose for your Community of Excellence (CoE) project. 
To remove this ‘How to use’ section right-click on the [image: ] that appears when hovering over the top left corner of this section and select ‘Delete Table’.




[bookmark: _Hlk17899069]Why create a standing agenda?
A standing agenda outlines the items that will always be included in committee meetings—the standing items. It lets committee members know what a typical meeting will look like. The standing agenda can also be a template for meeting agendas, with additional items added as needed. 
Sometimes meeting agendas are created as live documents, edited during the meeting to record notes and action items. This template assumes the agenda is a static document sent prior to the meeting and won’t be edited during or after. We have set up the Meeting Minutes template to capture what happens during the meeting. But please use whatever approach works best for you and the Steering Committee and adjust the templates as needed.


CoE Steering Committee
Meeting Agenda

	Date
	Click or tap to enter a date. 

	Time
	

	Location
	Virtual meetings should be specified as such or use the meeting platform as the location.


	Invitees
	All who have been invited to attend this meeting




Meeting objectives:
· List the main goals for your meeting—for example, understanding the status of an activity stream, or deciding on a new initiative.
· If there are no major goals for the meeting, you may wish to remove this list.

	Item
	Topic
	Attachment

	1
	Introduction and welcome
Welcome and acknowledgement of country
	

	2
	Previous minutes
Confirmation / review of minutes from previous meeting
	Minutes from previous meeting

	3
	Previous action items
Review of actions from previous meeting
	Action log, if kept as a separate document

	4
	Standing agenda items
Project update
Measuring project success—what success looks like, how it is being measured, how measurement can be improved, etc.
Upcoming engagements & community events
Good news stories and case studies
Issues and risks
	

	
	Add agenda items as required by inserting additional rows & updating the item numbers.
	

	5
	Any other business
An opportunity to raise matters not covered in the agenda.
	

	6
	New actions
Review of new action items and any requirements for next meeting
	

	7
	Next meeting
Confirmation of next meeting—set a date (even if it’s tentative) and specify any non-standing agenda items that have been identified.
	

	8
	Close of meeting
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