One-on-One Meeting Agenda
Manager: [Name]     Team member: [Name]     Date: [Date]
	How are things going?
What went well since we last met?
______________________________________________________________



	Priorities and Progress
Top 3 priorities right now:
______________________________________________________________
Where are you stuck or need support?
______________________________________________________________



	Feedback
Feedback both ways:
______________________________________________________________



	Growth and Development
Skills you want to build this quarter:
______________________________________________________________
Projects or training of interest:
______________________________________________________________



	Action Items
Team member will:
______________________________________________________________
Manager will:
______________________________________________________________



Next 1:1: [Date]




