
 

 
 

One-on-One Meetings 
 

Focus of Meeting  

 

 
Date: 

 

Time: Length: 

Goal(s) update  

 

 
Accomplishments 
shared 

 

 

 
Challenges 
shared 

 

 

 
Feedback given  

 

 
Feedback 
received 

 

 

 

Takeaway(s) 
from the meeting 

 

 

 

Anything else  

 

 
Next steps  

 

 
Next meeting  

 

 


