
SOP Template: Guidelines for Preparing and
Distributing Meeting Agendas
This SOP provides clear guidelines for preparing and distributing meeting agendas to ensure organized and
efficient meetings. It covers the steps for drafting agendas, identifying key topics and objectives, setting time allocations,
obtaining necessary approvals, and timely distribution to all participants. Adhering to these guidelines facilitates
productive discussions, clarity of purpose, and effective time management during meetings.

1. Purpose
To standardize the process of preparing and distributing meeting agendas for effective meeting management.

2. Scope
This SOP applies to all teams and individuals responsible for organizing meetings within the organization.

3. Responsibilities

Role Responsibility

Meeting Organizer Drafts agenda, obtains approvals, and distributes
finalized agenda to participants.

Participants Review agenda and prepare for discussion of
assigned topics.

Approver (e.g.,
Department Head)

Reviews and approves agenda items and time
allocations as needed.

4. Procedure
1. Draft Agenda

List meeting title, date, time, location, and participants.
Identify key topics & objectives for discussion.
Assign presenter or responsible person for each topic, if applicable.
Estimate and indicate allotted time per agenda item.

2. Seek Input (Optional)
Request topics or suggestions from participants, if appropriate.

3. Review & Obtain Approval
Submit draft agenda to relevant approvers for feedback and sign-off (if required).

4. Finalize Agenda
Make any necessary revisions based on feedback.
Prepare the final agenda document (PDF or email-friendly format preferred).

5. Distribute Agenda
Send the final agenda to all participants at least 2 business days prior to the meeting.
Mention any required preparatory work or materials to bring.

6. Update Agenda (if needed)
If changes occur post-distribution, promptly communicate and circulate the updated agenda.

5. Documentation
Retain a copy of the distributed agenda in the designated folder or documentation system.
Record any significant changes or additional items raised during the meeting for future agenda planning.

6. References & Tools
Meeting Agenda Template (attached or available via company intranet)
Email distribution lists or meeting scheduling tools
Meeting room booking system

7. Revision History



Date Revision Description Author

2024-06-15 1.0 Initial release [Your Name]
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