
Does this 
meeting last 
for the proper 
amount of time?

This meeting inventory is designed to help you evaluate the health of your current meeting ecosystem.  Please complete the chart below.

1) List all of your regular meetings in the first column.  
2) Evaluate each meeting according to the criteria listed in the columns  with a simple yes/Y or no/N  
3) Add up the Ys and Ns both for each row and each column.
4) Answer the two questions on the next page.

Do you have a 
clear sense of 
why this meeting 
is held and what 
its goals are?

Clarity of 
Purpose Interval Duration Participants Type Space Hygiene Total

Does this 
meeting occur 
at the proper 
interval (weekly,  
quarterly, etc.)?

Are the right 
people here 
in roles that 
are fully 
participatory?

Is the meeting 
type best 
suited to your 
goals (briefing, 
roundtable, etc)? 

Is the space 
where you hold 
your meeting 
configured for 
your needs?

Does the 
meeting have 
an agenda, a 
clear start and 
stop time, a 
facilitator, a 
notetaker? 

Add up the Y/N 
in each row and 
Example: Y-3/N-3

Add up the Y/N in each 
column: Ex: Y-3/N-3

MEETING ECOSYSTEM INVENTORY

List your regular 
meetings

Say To



1.  Please use the tallies in the chart above as a guide to look for patterns.  For example, do your meetings last about the right amount of time, but they happen too 
frequently?  Could you plan better on whom to invite (or whom not to invite)?  Are there things you can learn from how one meeting works that could apply to another?  
You may find that the answers don’t mesh with your actual experience of a particular meeting, especially since the choices force yes or no responses.  That lack of 
alignment is itself useful information.  The goal here is simply for you to reflect on your meeting ecosystem so that you can take advantage of opportunities to make 
your meetings better.  Please write what you observe below.

2. Are there any regular meetings listed here that you think should happen but do not?  Please write them down.  

Questions or comments?  Please write to Amy Storrow, Una Chapman Cox Fellow, StorrowAL@gmail.com or StorrowA@state.gov


