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Name & Department
Mark Forster
Sales Department (New York)
mark.forster@apple.com 
[bookmark: _5x0d5h95i329]Quarterly One-on-One [Name]
[bookmark: _af80tl7prv5v]Date: Q3 20XX Check-in, 4th of October
[bookmark: _14mpx6a8znb7]WARM-UP
· [bookmark: _2blwbryk6mdi]How was your last quarter in your view, on a scale from 1 (really bad) to 10 (really good)?
· 
[bookmark: _oymnw3nlvwib]MANAGER'S TOPICS: SUCCESS & PROGRESS
· Looking at your goals, where are you at the moment?
· 
· What were your biggest successes in the last quarter?
· 
· What did you learn in the last quarter, which skills did you develop?
· 
· How satisfied are you with your personal development in the last 3 months?
· 
· What didn’t go as planned, and why?
· 
[bookmark: _ume2f9vh89dy]TOPICS DIRECT REPORT (Name)
· …
[bookmark: _x4bjnhm2ji8t]

[bookmark: _8j1trp9tf7aa]MANAGER'S TOPICS: CHALLENGES & SUPPORT
· What obstacles have you faced?
· 
· Are there any resources or support you need?
· 
[bookmark: _8izvbfr24wn7]MANAGER'S TOPICS: DEVELOPMENT & GOALS
· Are there any new skills you’d like to develop?
· 
· How do your priorities align with the team’s tasks?
· 
· What are your core goals for the next quarter?
· 
· How can I help you move towards your career goals?
· 
[bookmark: _6x8rkjwa8fzc]CLOSING
· Let’s summarize the tasks we wrote down from this meeting.
· Feedback: What can I do better to lead you and/or the team?
· Is there anything else to discuss?
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