Meeting Evaluation Form
        


Date: 
Time of Day:







        Never
                Always
Comments

1.   Do meetings start on time?
1     2     3     4     5

2.   Are meeting outcomes met?
1     2     3     4     5

3.   Are the agendas followed?
1     2     3     4     5

4.   Do discussions remain focused?
1     2     3     4     5

5.   Are participants adequately
1     2     3     4     5


      prepared?

6.   Do meetings end on time?
1     2     3     4     5

7.   Are meeting minutes received 
1     2     3     4     5

      in a timely manner?


8.   Are ground rules adhered to?
1     2     3     4     5

9.   Is everyone involved?
1     2     3     4     5


Strengths of these meetings are:


Meetings could have been improved by:


I could assist in making meetings more effective by:
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