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Meeting Evaluation Form


Date: 
Time of Day:

Yes
No
Comments

1.  Did the meeting start on time?
□
□


2.  Were meeting objectives met?
□
□



3.  Was the agenda followed?
□
□




4.  Did the discussion remain focused?
□
□



5.  Were participants adequately
□
□

     prepared?

6.  Was the location appropriate?
□
□



7.  Did the meeting end on time?
□
□
8.  Has a follow-up report been sent?
□
□

9.  Were ground rules adhered to?
□
□
10.  Was everyone involved?
□
□

The strengths of this meeting were:


This meeting could have been improved by:


I could have assisted in making this meeting more effective by:
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