One-on-one meeting notes
People: ____________________
Date: ____________________
Previous actions reviewed: ____________________

Check-in
How they are, in their words. One line is enough.
 
Their topics
What they wanted to talk about, and what you agreed on each.
•	
Your topics
What you needed to raise.
•	
Feedback
Specific, in both directions: what to keep doing and what to change.
•	For them:
•	For you:
Growth and goals
Progress on the goals you agreed, and anything that would help.
 
Agreed actions
Few, owned, dated. Review them at the start of the next one-on-one.
	Action
	Owner
	Due

	 
	 
	 

	 
	 
	 



