One-on-one meeting template
Meeting details
•  Employee: 	
•  Manager: 	
•  Date: 	
•  Next meeting: 	
1. Check-in (2 minutes)
•  How are you doing this week, at work and outside it, as much as you want to share? 	
2. Follow-up on last time (3 minutes)
•  Action items from our last one-on-one, and where each one stands: 	
3. Employee's topics (10 minutes)
•  What do you want to talk about today? 	
•  What is going well that I should know about? 	
•  Where are you blocked, and what would help? 	
4. Priorities and goals (5 minutes)
•  What are your top priorities until we meet again? 	
•  Is anything competing for your time that we should drop or postpone? 	
5. Feedback, both ways (5 minutes)
•  One thing that went well since our last meeting, and why: 	
•  One thing to do differently next time: 	
•  What should I, as your manager, start, stop or continue doing? 	
6. Growth (once a month)
•  Which skill or experience do you want to build this quarter? 	
•  What opportunity, project or person could help? 	
7. Next steps
•  Action item, owner and due date: 	
•  Action item, owner and due date: 	
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