1:1 Meeting
Participants: [Manager] and [Report]   Date: [Date]
Check-in
[How are things going, on a scale of 1–10, and why?]
Since last time
☐ [Action item from the last 1:1] — [Owner]
Wins and progress
1. [What went well]
Challenges and blockers
1. [What is in the way, and what would help]
Topics from [Report]
1. [Topic]
Topics from [Manager]
1. [Topic]
Feedback
1. For [Report]: [Specific example and its impact]
1. For [Manager]: [Specific example and its impact]
Growth and career
[Goals, skills, opportunities: revisit monthly]
Action items
☐ [Task] — [Owner] — [Due date]
☐ [Task] — [Owner] — [Due date]
