	Manager Tools One-on-One Tracking Form

	With:






Date: 



Time:

	Personal/Notes: (Spouse, Children, Pets, Hobbies, Friends, History, etc.)

	My Update: (Items to cover during my “10 minutes”) 

What’s my point?    Briefing?    Decision Needed?    Guidance Needed? 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Manager Update:  (Info from boss’ “10 minutes”)

	

	

	

	

	

	

	

	

	

	

	

	Future/Follow Up: (Where am I headed? AND, items for review at the next O3)
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