1:1 meeting template
A 30-minute agenda for a regular one-to-one between a manager and a team member. The team member's topics come first.
	Names
	

	Date
	

	Next meeting
	



1. Their topics first (10 minutes)
What would you like to talk about today?
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
2. What went well since last time (5 minutes)
One specific thing each of you noticed. Say what was done and what it changed.
______________________________________________________________________________________
______________________________________________________________________________________
3. Priorities and blockers (10 minutes)
What are the top 3 priorities until next time? What is in the way?
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
4. Workload check (2 minutes)
Is the amount of work this week about right, too much or too little? What could move?
______________________________________________________________________________________
______________________________________________________________________________________
5. Growth (3 minutes, monthly)
What would you like to learn or try next? What support would help?
______________________________________________________________________________________
______________________________________________________________________________________
Actions
	Action
	Who
	By when
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