	Manager Tools One-on-One Tracking Form

	Team Member:
	Date: 

	Personal/Notes: 


	

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

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

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

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Future:  (Where are they headed?)

	

	

	

	

	

	

	

	



	Follow-ups
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


