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One-on-one meeting agenda

Well planned and routine (once a week is suggested) one-on-one meetings with your employees keeps you informed of their challenges and successes. Use the worksheet below to assist with planning and properly executing your one-on-one meetings.


	Name:
	Week ending:


What has been the most challenging part of your week?

What has been the most rewarding part of your week?

Progress on last week’s goals or planned actions:


1)

2)

3)

Goals or planned actions for the week:


1) for the week:
goals or planned actions:

2)

3)

Issues to review:

Resources needed:

Questions:

Next week’s goals or planned actions:


1)

2)

3)

Additional discussion points:


Original content provided by Reality-Based Leadership; content has been edited by the PCPS team at the AICPA. Reality-Based Leadership helps organizations ditch the 2.5 hours per day per person that is lost to drama. Whether it is venting, resistance to change, lack of accountability, or blaming circumstances for lack of results their tools, content and training programs restore sanity to the workplace and turn excuses into results. Learn more at: www.realitybasedleadership.com.
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