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WHAT FORMAT? HOW LONG?

This chart will guide you toward recommended virtual formats 
(meeting structure and length) based on the level of interactivity 
you are aiming for and how many participants you are expecting. 
Begin by determining your desired level of interactivity:  
high, moderate or limited.

8–12 Basic meeting

Meeting with ...
	» breakout rooms
	» multiple facilitators

60–90 minutes

75–120 minutes

20–40 minutes
1 presenter

45–70 minutes
2 presenters

60–75 minutes
3 presenters
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40 or more

30–40

10–24

Meeting with ...
	» breakout rooms
	» polls
	» chat
	» Q&A
	» Screensharing
	» multiple facilitators

Webinar
Note: This format 
is effective for 
presenting to very 
large audiences, but 
the opportunities 
for participants to 
interact with one 
another are often  
very limited.
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HIGH
	» “Learning Circle” style
	» All participants share 
responsibility for  
bringing content

	» Facilitated discussions

MODERATE
	» “Workshop” style
	» Presenters are respon-
sible for content

	» Often combines 
presentations with 
discussion or hands-on 
activities

LIMITED
	» “Lecture” style
	» Presenters are respon-
sible for content

	» Opportunities for 
questions, but 
through chat and 
Q&A features

Option
“Coffee break”  
style short session  
(20 minutes)

HOW MANY PEOPLE?
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