	Manager Tools One-on-One Tracking Form

	Team Member:
	Date: 

	How are things going?  

	Team Member Update: (Notes you take from their “10 minutes”)

	

	

	Manager Update:  (Notes you MAKE to prepare for YOUR “10 minutes”)

	Any highlights I should share with the team? What’s the next accomplishment on the horizon? 
What is the status of _____________? 

What have you been spending the most time on?

What’s your team’s bandwidth right now? 


	Future/Follow Up: (Where are they headed?  AND, Items that you will review at the next O3)

	Anything I can do better or differently? Anything I should stop? Happy to hear some feedback.



	2005
	Manager-Tools.com
	1



