ACADEMY TO
INNOVATE HR

One on One Meeting Template

Regular One on One Meeting

Date [Insert date]
Manager [Manager's name]
Team member [Team member's name]

Questions Notes

What accomplishments are you most proud of since our last meeting?
Are there any projects or tasks where you're facing difficulties?

For managers How are you progressing towards your cumrent goals?

Is there any feedback you've received that you want to discuss?

How can | better support you in your role?

How do you see my progress in relation to the goals we've set?

In what areas do you think | can improve or focus on more?
For employees Are there upcoming projects or priorities | should prepare for?
Could you provide specific examples of where |'ve met or exceeded expectations?

What are the next steps | should take to continue my professional development?
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