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Executive	briefing	note	example.	Executive	briefing	meaning.	What	is	the	purpose	of	a	briefing	meeting.

There’s	nothing	more	nerve-wracking	than	handling	a	meeting	unprepared.	No	matter	how	much	you	bite	your	nails	or	tear	your	hair	out	for	ideas,	if	you’re	unprepared,	then	expect	the	meeting	to	be	a	mess.	A	chaotic	meeting	couldn’t	only	reflect	poorly	on	you.	It	would	also	waste	everyone’s	precious	time.	With	the	attendees’	busy	schedules,	it	is
challenging	to	set	a	work	meeting.	Therefore,	when	you	can,	be	sure	to	make	the	most	out	of	it.	For	your	meeting	to	be	time-efficient	and	engaging,	it	is	a	must	to	design	an	executive	meeting	agenda.	What	Is	an	Executive	Meeting	Agenda?An	executive	meeting	agenda	is	a	list	containing	all	the	items	that	should	be	discussed	and	accomplished	in	a
meeting.	The	person	in	charge	should	distribute	an	agenda	to	all	participants	before	the	meeting.	Bear	in	mind	that	designing	an	agenda	will	not	only	keep	your	meeting	on	track	but	would	also	make	it	productive.	Another	one	of	its	benefit	is	that	the	people	involved	in	the	conference	will	have	a	greater	sense	of	control	because	the	list	would	give
them	enough	time	to	prepare	for	the	topics	to	cover.	They	would	be	able	to	list	all	their	questions,	suggestions,	and	comments	even	before	the	meeting.	In	addition	to	all	its	benefits,	designing	an	agenda	would	also	help	in	taking	down	the	executive	meeting	minutes.12+	Executive	Meeting	Agenda	Examples1.	Executive	Committee	Meeting
Agendambfte.orgDetailsFile	FormatSize:	176	KBDownload2.	Executive	Team	Meeting	Agendabridgespan.orgDetailsFile	FormatSize:	78	KBDownload3.	Executive	Committee	Meeting	Agenda	Formatntmwd.comDetailsFile	FormatSize:	149	KBDownload4.	Executive	Staff	Meeting	Agendaparksandrecreation.idaho.govDetailsFile	FormatSize:	193
KBDownload5.	Executive	Committee	Meeting	Agenda	Exampleresources.finalsite.netDetailsFile	FormatSize:	29	KBDownload6.	Executive	Committee	Meeting	Agenda	Samplefaast.orgDetailsFile	FormatSize:	48	KBDownload7.	Sample	Executive	Committee	Meeting	Agendaacgov.orgDetailsFile	FormatSize:	128	KBDownload8.	Executive	Management
Team	Meeting	Agendalcb.wa.govDetailsFile	FormatSize:	413	KBDownload9.	Basic	Executive	Committee	Meeting	Agendausf.eduDetailsFile	FormatSize:	65	KBDownload10.	Executive	Board	Meeting	Agendaaiaonline.orgDetailsFile	FormatSize:	621	KBDownload11.	Executive	Committee	Meeting	Agenda	in	PDFwistatefair.comDetailsFile	FormatSize:
482	KBDownload12.	Sample	Executive	Committee	Meeting	Agenda	Formatseymsp.comDetailsFile	FormatSize:	239	KBDownload13.	Executive	Board	Meeting	Agenda	Formatlaucd.lib.ucdavis.eduDetailsFile	FormatSize:	12	KBDownloadHow	to	Design	a	Productive	and	Time	Efficient	Executive	Meeting	AgendaYour	executive	meeting	agenda	is	the	tone
setter	for	your	meeting.	This	list	would	show	the	participants	that	you	have	fully	prepared	and	planned	for	the	flow	of	the	meeting;	thus,	setting	the	right	tone.	Your	agenda	should	contain	all	the	important	information	about	the	meeting	and	should	be	crafted	in	an	organized	way.	However,	designing	this	would	require	a	lot	of	planning	and	decision-
making.	That	is	why	we	have	outlined	a	step-by-step	guide	to	help	you	design	a	productive	agenda.1.	Decide	on	the	Four	WsThe	first	step	in	making	your	meeting	agenda	is	to	decide	when,	where,	and	why	the	meeting	will	be	held.	The	location	and	the	time	should	be	convenient	for	everyone,	not	only	for	you.	Determine	the	purpose	of	your	meeting.
After	that,	ponder	on	who	will	be	involved.	Include	those	employees	who	are	affected	and	those	who	can	contribute	to	whatever	you’re	going	to	talk	about.	Inviting	the	right	participants	for	the	meeting	is	essential.	They	are	one	of	the	factors	that	could	significantly	affect	the	success	of	your	meeting.	Also,	remember	to	state	what	kind	of	meeting	it	is,
whether	it’s	a	planning	meeting,	an	emergency	meeting,	or	a	general	meeting.2.	Prioritize	Important	TopicsFor	sure,	you	have	plenty	of	topics	in	mind.	However,	if	you’re	going	to	include	everything	on	your	agenda,	it’s	going	to	take	you	all	day;	and	you	may	not	have	the	luxury	of	time.	Set	your	priorities	straight	and	include	the	most	important	topics
that	would	greatly	affect	the	company,	as	well	as	the	people	involved	in	the	meeting.	It	is	recommended	to	list	your	topics	as	questions	to	let	the	participants	know	what	answers	should	be	arrived	at,	at	the	end	of	the	meeting.3.	Provide	Appropriate	InformationNot	everyone	in	the	committee	will	have	enough	knowledge	about	all	the	topics	you’re
going	to	talk	about,	so	consider	putting	the	needed	information	on	your	agenda.	This	information	will	help	the	participants	understand	the	topic	better,	which	would	make	them	more	engaged	in	the	team	meeting.	The	more	the	participants	are	engaged,	the	more	things	you	can	accomplish.4.	Present	a	Process	in	Addressing	AgendasIf	you	don’t
propose	a	process	in	addressing	agendas,	the	meeting	will	be	in	chaos.	The	participants	would	try	to	identify	the	problem,	define	the	problem,	and	propose	solutions	all	at	the	same	time.	That	procedure	would	be	very	confusing	and	time-consuming.	To	avoid	this	from	happening,	present	a	process.	In	the	process,	allocate	enough	time	in	identifying,
defining,	and	solving	the	problem.The	types	of	agenda	include	informal,	formal,	timed,	and	prioritized.	An	informal	agenda	is	an	informal	list	that	does	not	follow	any	structure.	A	formal	agenda,	on	the	other	hand,	follows	a	format	and	a	specific	order.	Prioritized	agendas	follow	a	priority	system,	which	means	items	are	arranged	from	the	most
important	to	the	least.	Lastly,	time	agendas	refer	to	the	type	of	agenda	that	uses	a	timeline	for	the	meeting.For	your	meeting	to	go	smoothly,	your	executive	meeting	agenda	should	contain	these	items:	the	name	of	the	meeting,	the	time	and	date	of	the	meeting,	the	location	of	the	meeting,	the	specific	list	of	agenda	items,	amount	of	time	allocated	for
each	item,	an	introduction,	and	the	meeting	wrap-up.Agendas	are	commonly	sent	before	the	meeting	with	the	notice,	arranged	according	to	the	importance,	and	are	brief	and	explicit.	In	most	agendas,	controversial	topics	are	written	at	the	end.	This	is	to	spend	all	the	remaining	time	discussing	and	coming	up	with	a	solution	for	that	particular
topic.Meetings	are	vital	in	an	organization.	It	makes	people	feel	trusted.	Aside	from	that,	it	also	makes	them	feel	that	their	job	and	role	within	an	organization	is	important.	In	business,	one	meeting	could	make	or	break	a	deal.	So	it	is	just	right	to	plan	it	carefully.	As	the	well-known	proverb	says,	“you	reap	what	you	sow.”	Designing	an	agenda	is	not
easy,	but	if	you	sow	enough	preparation	and	spend	great	effort	in	it,	you	will	reap	a	successful	meeting.	And	no	matter	how	brilliant	the	minds	of	the	participants	are,	if	there’s	no	plan,	the	meeting	could	still	be	in	shambles.	Start	creating	the	best	agenda	and	experience	the	most	effective	meeting.	With	market	movements	and	competitive	shifts	in
rapid	flux,	executive	leadership	needs	guidance	from	their	marketing	and	CI	teams	now	more	than	ever.			These	5	executive	briefing	templates	will	enable	you	to	summarize	market	and	competitive	data	for	stakeholders	in	a	way	that	helps	them	make	strategic	decisions	and	continuously	update	findings.	Offer	includes:	5	editable	PPT	templates	packed
with	essential	market	and	competitive	data	for	sales,	marketing,	CI,	and	more	Companion	Excel	template	to	help	you	collect	and	analyze	market	and	competitive	data	Bonus	templates	for	tracking	COVID-19	market	trends	Download	these	free	templates	and	get	ready	to	wow	your	executive	team!	Templates	include:	Quarterly	Competitive	Summary
Competitive	Marketing	Summary	Competitive	Sales	Summary	COVID-19	Trends	COVID-19	Command	Center	Get	Your	Free	Template	Now	With	the	amount	of	meetings	that	employees	and	managers	attend	in	a	week,	it	can	be	extremely	difficult	to	remember	and	recall	important	decisions,	deadlines,	and	responsibilities.	As	such,	we	often	forget	what
we’ve	learned	and	don’t	always	apply	this	knowledge	to	subsequent	projects	and	tasks.	When	individuals	take	the	time	to	adequately	reflect	on	the	information	that	has	been	shared	with	them,	the	ability	to	recall	this	information	is	improved.	Because	information	is	better	recalled,	it	enables	people	to	be	more	productive,	effective,	and	organized.	A
debrief	meeting	is	a	powerful	and	productive	way	to	improve	the	recollection	of	crucial	information,	consider	important	learnings,	and	ensure	that	everyone	on	the	team	is	on	the	same	page.		A	debrief	meeting	can	take	many	shapes	and	forms,	but	it	is	essentially	a	team	meeting	that	provides	a	learning	opportunity	to	reflect	on	a	project,	an	event,	or
experience.	A	debrief	meeting	typically	goes	over	open	action	items	related	to	a	specific	project	or	event,	any	kinds	of	challenges	that	have	come	up,	personal	learnings	and	factual	information,	related	progress,	or	next	steps.	An	article	by	the	Harvard	Business	Review	elaborates	on	the	importance	of	a	debrief	meeting,	sharing:		“Debriefing	is	a
structured	learning	process	designed	to	continuously	evolve	plans	while	they’re	being	executed…	In	business,	debriefing	has	been	widely	documented	as	critical	to	accelerating	projects,	innovating	novel	approaches,	and	hitting	difficult	objectives.	It	also	brings	a	team	together,	strengthens	relationships,	and	fosters	team	learning.”		When	should
debrief	meetings	be	scheduled?		The	frequency	of	your	debrief	meetings	largely	depends	on	the	nature	of	your	project,	the	status	of	your	project,	and	the	rate	at	which	changes	are	being	made	to	that	project.	As	a	general	rule	of	thumb,	before	you	can	determine	how	often	you	and	your	team	need	to	debrief,	try	hosting	these	meetings	once	a	week.
The	best	way	to	actually	determine	the	frequency	of	your	debrief	meetings	is	to	ask	your	team	what	they	think	would	be	the	most	effective.		There	are	cases	in	which	you’ll	only	need	to	debrief	after	significant	project	milestones,	cases	where	you	need	to	host	a	debrief	every	other	day,	and	others	where	you’ll	only	need	to	debrief	as	a	project	comes	to
a	close.	Use	trial	and	error	to	determine	the	length	of	your	meetings.	If	you’re	debriefing	every	day,	for	example,	you	may	only	need	a	20	minute	debrief;	if	you’re	meeting	once	a	month,	you	may	need	a	solid	hour.	Discussing	the	frequency	and	duration	of	the	meeting	with	your	team	will	ensure	you’re	getting	the	most	value	possible	out	of	your
debrief.		Having	all	your	past	meeting	notes	easily	accessible	for	future	reference	is	crucial	for	successful	debriefs.	Fellow	keeps	all	meeting	notes	in	one	place	and	chronologically	for	organized	order.	8	steps	to	run	an	effective	debrief	meeting		Determine	how	frequently	you’ll	conduct	your	debrief	meetings	in	advance	so	the	time	is	booked	in	your
team’s	calendars.	Should	you	and	your	team	feel	as	if	you	can	cut	back	on	the	frequency	of	your	meetings,	at	least	you’re	eliminating	time	commitments	from	your	calendar.	How	often	and	how	long	you’re	meeting	for	should	be	determined	before	any	project	or	event	even	begins.	In	the	planning	stages	of	any	given	project,	discuss	how	often	it	will	be
necessary	to	go	over	what	you	and	your	team	are	working	on.		2	Prepare	a	meeting	agenda	For	each	project,	event,	or	topic	you’re	debriefing	on,	create	a	meeting	agenda	template	that	you	and	your	team	can	use	as	an	outline	and	guide	for	debriefing	meetings.	Preparing	a	meeting	agenda	is	essential	for	a	productive	and	meaningful	conversation.
When	you	have	an	effective	meeting	agenda	created	ahead	of	time,	the	likelihood	of	having	an	effective	meeting	is	much	greater.	It	can’t	be	stressed	enough	how	important	it	is	to	have	a	meeting	agenda	prepared	before	everyone	comes	together	to	meet.	To	make	your	agenda	as	effective	as	possible,	include	main	themes,	talking	points,	supporting
documents,	decisions,	and	action	items.			3	Collaborate	on	the	talking	points	A	great	meeting	agenda	also	ensures	that	all	team	members	have	a	chance	to	contribute	to	the	discussion.	Because	your	team	will	be	aware	of	the	talking	points	and	action	items	ahead	of	time,	they	can	come	prepared	with	ideas,	questions,	and	things	to	consider.	Encourage
everyone	on	the	team	to	add	talking	points	to	the	agenda	before	the	meeting.	You	can	even	assign	specific	owners	for	particular	sections	of	your	meeting	template	to	ensure	that	every	meeting	attendee	is	actively	participating	and	engaged.	Make	sure	that	once	your	talking	points	are	established,	you	stick	to	them,	putting	any	other	topics	that	come
up	in	the	parking	lot	for	another	time.		4	Ask	open-ended	questions	To	really	gauge	how	your	team	is	feeling	about	a	particular	project	(and	to	hear	their	opinions,	insights,	and	suggestions),	ask	open-ended	questions.	Open-ended	questions	prompt	more	discussion	and	therefore	provide	an	opportunity	for	the	team	to	collaborate	on	the	tasks	at	hand
and	the	decisions	that	need	to	be	made.	Asking	these	types	of	questions	demonstrates	your	interest	and	shows	your	employees	that	their	opinions	and	advice	truly	matters.	The	conversations	that	arise	from	open-ended	questions	are	beneficial	because	they	generate	an	opportunity	to	learn	from	others.		5	Change	the	meeting	format	A	debriefing
meeting	doesn’t	necessarily	mean	that	all	you	and	your	team	can	talk	about	is	what	you’ve	learned	so	far,	going	one	by	one	around	the	table.	If	your	debriefing	meetings	are	boring,	they’re	probably	not	going	to	be	effective.	Think	about	incorporating	other	tools	that	could	make	your	debrief	more	effective	and	more	meaningful,	like	Kanban	boards,
whiteboards,	surveys,	and	visual	support.	Adding	these	elements	will	make	your	meetings	more	interesting	and	as	a	result,	your	employees	will	be	more	engaged	and	more	likely	to	contribute	to	the	conversations	being	had.	If	you	notice	that	your	typical	meeting	format	isn’t	working,	or	that	energy	levels	have	been	low,	change	up	your	meeting
format.	Don’t	be	afraid	to	not	stick	to	a	strict	structure.		6	Capture	lessons	learned	The	article	by	the	Harvard	Business	Review,	also	highlights	the	importance	of	capturing	the	lessons	learned	during	your	session:		“Make	sure	you	capture	lessons	learned	in	a	usable	format	for	later	reference/use.	At	a	minimum	this	is	taking	notes	and	distributing
them	to	the	members	present.	Other	methods	can	make	the	information	more	readily	available	to	a	broader	audience.	For	example	at	Procter	and	Gamble,	R&D	professionals	submit	Smart	Learning	Reports	(SLRs)	to	a	database,	based	on	monthly	research	lessons	learned,	that	can	be	searched	by	anyone	in	R&D	worldwide.”	Summarizing	the	key
takeaways	from	your	debrief	meetings	is	going	to	give	you	and	your	team	a	point	of	reference	so	you	can	recall	important	information	more	easily.	This	summary	is	also	an	opportunity	to	share	your	lessons	learned	with	your	clients,	customers,	and	even	the	general	public.		7	Document	actionable	insights		It’s	especially	important	to	document	action
items	that	arise	from	your	debriefing	meetings.	This	holds	each	individual	in	the	team	accountable	and	responsible	for	tasks	assigned	to	them,	and	paves	a	clear	way	forward	for	the	project	to	progress	on	a	specific	timeline.	With	Fellow,	you	can	assign,	visualize,	and	prioritize	all	your	meeting	to-dos	in	one	place.	You	can	assign	action	items	to	specific
individuals	with	specific	deadlines	during	the	meeting.	Once	the	meeting	is	over,	you	can	also	re-organize	your	to-do	list	in	Fellow’s	action	items	page	and	check	action	items	assigned	to	you	off	your	list	as	you	get	them	done.	The	process	is	also	automated,	making	it	that	much	easier,	carrying	forward	any	incomplete	action	items	into	your	next
meeting.		Think	about	who	may	benefit	from	what	you’ve	learned	during	your	debrief	meetings.	Next,	you	can	consider	how	you’ll	inform	others	about	these	learnings.	You’ll	also	need	to	consider	how	you’ll	store	this	information	and	access	it	in	the	future.	It’s	extremely	important	for	the	learnings	to	be	accessible	to	you	and	your	team	so	they	can	be
referenced	in	the	future.		Free	debrief	meeting	templates		Parting	advice	What	we	learn	can	only	be	valuable	if	we	actually	apply	it	to	our	work	and	put	it	into	practice.	Otherwise,	it’s	simply	information.	Hosting	debrief	meetings	fosters	open	communications	and	allows	you	and	your	team	to	continuously	learn	from	one	another.	Until	you	and	your
team	get	more	comfortable	with	the	habit	of	debriefing	every	ongoing	or	recently	completed	project,	start	with	smaller	projects	or	tasks	to	debrief.	Make	sure	to	ask	your	team	for	feedback	so	you	can	adjust	your	debrief	meetings	to	best	suit	the	way	that	you	and	your	team	work	together.	If	you’re	looking	for	a	way	to	promote	learning	and	continuous
improvement,	it	all	starts	with	a	debrief.		

The	4	core	meeting	agenda	templates	and	the	meeting	cadence	used	by	high-performance	leadership	teams	to	drive	strategic	execution.	...	Peter	Drucker,	"The	Effective	Executive:	The	Definitive	Guide	to	Getting	the	Right	Things	Done"	…	19.03.2021	·	This	template	provides	the	necessary	information	a	meeting	minutes	must-have.	At	the	top-left
corner	presents	the	date	including	the	month,	day,	and	year.	Along	with	it	is	the	time	the	meeting	was	held.	You	will	also	see	…	FREE	DOWNLOAD.	Meeting	minutes	are	the	official	summary	of	what	happened	during	a	meeting.	They	serve	as	an	outline,	a	written	record	for	anyone	unable	to	attend,	and	to	use	for	future	reference.	Minutes	document
what	happened	and	what	decisions	were	made.	When	written	well,	and	when	using	a	good	meeting	minutes	template,	minutes	are	a	critical	...	Executive	summary.	It's	easy	to	add	impact	to	your	report	or	business	plan	with	this	accessible	executive	summary	template.	Manage	all	your	team's	work	from	start	to	end	with	this	executive	summary
template.	Use	this	executive	…	03.12.2021	·	Step	1:	Create	your	subject	line.	The	SuperOffice	survey	also	found	that	almost	34%	of	recipients	open	an	email	based	on	the	subject	line.	Yours	should	be	clear	and	concise,	including	only	what’s	necessary	to	introduce	the	…	A	briefing	note	is	a	tool	used	to	make	decision-makers	informed	about	issues	they
are	responsible	for.	It	can	be	defined	as	a	short	paper	that	quickly	and	effectively	informs	a	decision-maker	about	an	issue.	It	breaks	down	complex	…	14.09.2020	·	An	Executive	Briefing	is	a	customized	and	customer-centric	dialogue	between	prospect	and	customer	key	decision-makers	and	individuals	from	your	company	with	a	high	degree	of
business	acumen,	technical	…	Use	personal	pronouns	like	“I”,	“you”	and	“we”	over	impersonal	pronouns	like	“they”	or	“the	company.	7.	Make	sure	the	summary	can	stand	alone.	If	you	follow	the	clearly	defined	structure	we’ve	listed	above,	your	executive	summary	can	stand	on	its	own	merit.	Keep	revising	the	document	until	you’ve	achieved	this	goal.
05.11.2021	·	1	Don’t	provide	personal	updates.	Don’t	provide	personal	updates.	Personal	updates	are	for	your	weekly	status	update,	which	are	separate	meetings.	The	purpose	of	the	executive	team	meeting	is	not	to	foster	a	roundtable	environment,	where	each	member	discusses	what	they’re	personally	working	on.	14.04.2022	·	Briefing	focuses	on
smaller	meetings	where	it	might	be	more	likely	that	your	attendance	is	required.	You	can	Accept	or	Decline	a	meeting	in	the	Briefing	email.	If	the	meeting	is	recurring,	Accept	and	Decline	are	for	the	series.	Accept	and	Decline	are	sent	as	a	response	to	the	organizer.	After	declining,	you	can	still	see	and	interact	with	...
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