One-on-one meeting notes
	Meeting
	

	Date and time
	

	Place / link
	

	Minutes taken by
	

	Manager
	[ ]

	Team member
	[ ]


Summary

Participants
[Name] — [role]
[Name] — [role]
[Name] — [role]
Agenda



Wins and progress


Challenges and blockers


Feedback


Career and growth


Decisions


Action items
	Owner
	Task
	Due

	
	
	

	
	
	

	
	
	


Next meeting

Template from www.minutesmaster.ai — or let MinutesMaster write these minutes from your recording.




