
11 Sample Agendas for SIB Committee Meetings 

There are many ways to operate your committee meetings: 

• Time: Your meetings can be monthly, bi-monthly, or quarterly.

• Length: Your meetings can be one hour, two hours, three hours, or longer.

• Format: Your meetings can be conducted face-to-face, via conference calls, or with Skype.

Whatever your time, length, or format, it is useful to have various agenda topics to consider. Having various 
topics allow you to make easier decisions about whether to focus on one specific topic each month (e.g., 
development), or several different topics over several months (e.g., outreach, community events, goals). 

This document includes the following 11 sample agendas that have a specific focus: 

1. Goal-Setting/Planning Focused Meeting 7. General-Event Focused Meeting

2. Goal-Updates Focused Meeting 8. Mentoring/Coaching Focused Meeting

3. Jobs Focused Meeting 9. Committee-Success Focused Meeting

4. Development Focused Meeting 10. Committee Start-Up Focused Meeting

5. Speaker Focused Meeting 11. General Meeting (No Focus)

6. Outreach Focused Meeting

As you review the sample agendas, notice that the items with Roman Numerals (I, 11, 111, IV, V, etc.) represent 
the topics to actually put on your agenda. The Capitalized Alphabets (A, B, C, D, etc.) represent ways to 
manage the discussion of that specific topic. 

Use these agenda topics as a guide to plan your committee meetings. You can use them "as is" or 
customize them to fit your needs. 

KEY POINT: Some agendas include topics that address "prior" actions or activities by committee members. 

If this is your First Meeting on a specific topic, eliminate these items. Or, use the General 
Meeting (No Focus) agenda for your first meeting. Then, use your specific topic focused 
agenda for your next meeting(s). 
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