
1:1 —
[Employee]

/
[Manager]

·
[Date]

Check-in (how are you, in one line)

Employee topics (added before the meeting, max 3)

1.

2.

3.

Wins since our last 1:1

Challenges, blockers, support needed

Feedback

Manager → Employee:

Employee → Manager:

Manager topics

Action items

[Owner]
will

[action]
by

[date]

[Owner]
will

[action]
by

[date]

[Owner]
will

[action]
by

[date]

Carry over to next 1:1


