	One-On-One Tracking Form

	Team Member:
	Date: 

	Department:
	Time:

	Notes:

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

	

	

	

	

	

	

	

	

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

	

	

	

	

	

	

	

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