Meeting Agenda Template
How to use this guide
This is a practical Bandmate Academy guide for Meeting Agenda Template. Read it with your band, customize fill-in moments, and treat the DOCX as the working copy you mark up together.
Template for productive band meetings. Work sections in order, write answers for your lineup, and leave with owners and dates.
Suggested workflow: (1) skim alone, (2) fill in a 30–45 minute band meeting, (3) store next to calendar and money rules, (4) revisit after lineup or goal changes.
Business meetings should not cannibalize rehearsal—or die as formless hangs that never decide. Agendas make short meetings produce outcomes.
Length and order
Thirty to forty-five minutes is enough for most bands; Order that works: wins, decisions needed, money, calendar, open concerns, owners and dates. Venting first without a path wastes the clock and trains people to dread meetings — namely, thirty to forty-five minutes is enough for most bands. Order that works: wins, decisions needed, money, calendar, open concerns, owners and dates. Venting first without a path wastes the clock and trains people to dread meetings.
Venting first without a path wastes the clock and trains people to dread meetings. Order that works: wins, decisions needed, money, calendar, open concerns, owners and dates; Thirty to forty-five minutes is enough for most bands — next, venting first without a path wastes the clock and trains people to dread meetings. Order that works: wins, decisions needed, money, calendar, open concerns, owners and dates. Thirty to forty-five minutes is enough for most bands.
Who chairs
A facilitator or ops lead—not automatically the best player; The chair’s job is airtime and decisions, not monologue. Rotate if that builds skill and trust — namely, a facilitator or ops lead—not automatically the best player. The chair’s job is airtime and decisions, not monologue. Rotate if that builds skill and trust.
Rotate if that builds skill and trust; The chair’s job is airtime and decisions, not monologue. A facilitator or ops lead—not automatically the best player — next, rotate if that builds skill and trust. The chair’s job is airtime and decisions, not monologue. A facilitator or ops lead—not automatically the best player.
Attendance and follow-through
Business is part of membership in working bands; Patterns of skipping meetings that decide money and calendar are membership data. End with written owners or the meeting did not happen — namely, business is part of membership in working bands. Patterns of skipping meetings that decide money and calendar are membership data. End with written owners or the meeting did not happen.
End with written owners or the meeting did not happen; Patterns of skipping meetings that decide money and calendar are membership data. Business is part of membership in working bands — next, end with written owners or the meeting did not happen. Patterns of skipping meetings that decide money and calendar are membership data. Business is part of membership in working bands.
Fill-in: Next meeting agenda
Date: ________
Decisions needed: ________
Money items: ________
Owners: ________
Putting it into practice
Publish an agenda 24 hours before the next business meeting.
Reopen this filled guide after lineup changes and before busy seasons. Keep profiles current so opportunities can convert, and use the directory when the next step is finding people.
A thirty-day implementation sprint
Week one: read alone and mark real disagreements. Week two: 45-minute meeting—fill blanks, assign owners. Week three: use the rules on real rehearsals or outreach. Week four: amend one page and set the next quarterly revisit.
FAQ
How long should a band business meeting be?
Thirty to forty-five minutes with a published agenda. Longer meetings need breaks and rarer cadence.
What order works best?
Wins → decisions needed → money → calendar → open concerns → owners/dates. Venting first without a path wastes the clock.
Who runs the meeting?
A rotating facilitator or fixed ops lead. The best player is not automatically the best chair.
What if someone skips meetings?
Same pattern rules as attendance. Business is part of membership in working bands.
Related guides
· Check-in template
· Band check-in
· Time boxing
· Band management topic
