EXAMPLE OF A MEETING EVALUATION

CHECK TYPE OF MEETING: ___ General ___ Committee  ___ Steering / Executive Committee 

CHECK THE APPROPRIATE RESPONSE. IF YOU CHECK “NEEDS IMPROVEMENT,” DISCUSS SUGGESTIONS FOR IMPROVEMENT.

	Excellent
	GOOD
	NEEDS IMPROVEMENT
	
	SUGGESTIONS FOR IMPROVEMENT

	_____
	_____
	_____
	The meeting was results-oriented.


	

	_____
	_____
	_____
	We discussed specific issues.


	

	_____
	_____
	_____
	The meeting wasn't dominated by one person.


	

	_____
	_____
	_____
	We stuck to the agenda items.


	

	_____
	_____
	_____
	We didn't just discuss problems.


	

	_____
	_____
	_____
	Everyone at the meeting participated.


	

	_____
	_____
	_____
	The leader guided the meeting well.


	

	_____
	_____
	_____
	The meeting was well organized.


	

	_____
	_____
	_____
	The meeting space was comfortable.


	

	_____
	_____
	_____
	Committee and special project reports were well prepared and informative.


	

	_____
	_____
	_____
	The meeting began and ended on time.


	

	_____
	_____
	_____
	All members were on time.


	

	_____
	_____
	_____
	The leader delegated tasks to members.


	

	_____
	_____
	_____
	Next steps and a timeline were identified.


	


Adapted from: U.S. Department of Housing and Urban Development. Community Empowerment: A Guide to Building Strong Resident Councils. Pittsburgh, Pennsylvania: US Department of Housing and Urban Development, 1995.
