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1:1 Meeting 

Employee Name:
Position: 
Week Ending:

	Work In Progress (WIP)
· General business
· Areas of focus
· Key meetings

	Item
	Details 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Team Update 
· Individual performance: development plans, performance improvement plans.
· Productivity: performance to KPIs.
· Recruitment: approval process, org structure, position descriptions, diversity.
· Engagement: initiatives to drive connection.

	Item
	Details 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	Projects 
· Project scope
· Key milestones/deliverables
· Implementation 
· Integration into core processes
· Communication 

	Item
	Details

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	Roadblocks
· What support is required?
· What is the impact of non-delivery?

	Item 
	Details
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