
Quick One on One Meeting
A short weekly check-in for priorities, blockers, support, and clear next actions.
Team Member  ____________________     Manager  ____________________

Date  ____________________     Next Meeting  ____________________

Wins and Check In

____________________________________________________________________________
____________________________________________________________________________

Top Priorities

____________________________________________________________________________
____________________________________________________________________________

Blockers and Support

____________________________________________________________________________
____________________________________________________________________________

Feedback or Development Topic

____________________________________________________________________________
____________________________________________________________________________

Agreed Actions

Action Owner Due Date
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