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High

Low

Urgent and Important

Do it now - a priority item on the
agenda

Important, Not Urgent

Decide when to do it - a scheduled
item on the agenda

Urgent, Not Important
Delegate It

Does it need to be on the agenda?
Is it an information item only?
Is it a (quick) decision item?

Not important, Not Urgent
Dump It

Does it need to be on the agenda?
Is it an information item only?
Is it a (quick) decision item?

Key Points

Plan Ahead

Use an annual agenda schedule to plan
ahead, listing predetermined items on a
month-by-month basis (e.g. quarterly
finance update; Nov annual planning)

If a last minute agenda item is sought,
agree with the committee whether to
add it to the agenda, replace another
item, or defer it to the next meeting

Last Minute Items

Agenda are set by the committee
Chairperson and Secretary at least one
week before a meeting. Invite ideas
from other members by email, or
circulate a draft agenda for input. 

Setting the Agenda

Writing an Agenda

Covey’s  Quadrants
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Useful Tips

Allocate a time slot for each
agenda item
Allocate the person
responsible, where relevant
List agenda items as falling
into one of three categories

for information
for discussion/update
for decision

Don’t Forget

Make sure your Terms of
Reference outline how the  
agenda is set

Doody Facilitation & Consulting Ltd 
sinead@doodyconsulting.ie 087-2377282


