	One-on-One Meeting Template
(Employee-Focused)

	
	
	

	Date: 
	

	Time: 
	

	Manager Name: 
	

	
	
	

	OPENING & CHECK-IN
	
	SELF-ASSESSMENT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	QUESTIONS FOR MANAGER
	
	FEEDBACK TO MANAGER

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	FUTURE PLANNING
	
	ACTION ITEMS & NEXT STEPS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Next Meeting Date: 
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