One-on-one notes
Manager and direct report: regular one-on-ones and development check-ins.
Participants:
Date:
Agenda (their items first, yours second)
–  
Discussion notes (brief — key points, not a transcript)
–  
Action items
	Task
	Owner
	By when

	
	
	

	
	
	

	
	
	



What they need from you
–  
Coaching notes (for the manager only — not shared)
[Observations and things to follow up on]
Next one-on-one
Date:
Topics to carry forward:
Free template from meetingsbrief.com
