1:1 Agenda Templates

How to Use This Form

This document includes two sample agendas designed to be used on a rotating cadence. Not all 1:1s serve the same purpose. Using the right structure at the right time leads to more effective conversations — and these templates are a starting point, not a finished product.
Use these agendas as follows:
· Goal Setting & Evaluation 1:1s
Use at the beginning and end of the quarter to set priorities, define success, and reflect on progress.
· Progress Update 1:1s
Use during the quarter to review work in motion, remove obstacles, and develop judgment.
Customize these templates to fit your goals, team structure, and work cycle. Add or remove goals, expand evaluation sections, or adjust labels so the form reflects the results you are accountable for and the ownership you want to build.
How to prepare:
Share these agendas with your direct reports.
Managers define performance standards and set the goals required for strong team output. Direct reports may propose one or two additional goals aligned with their growth.
Direct reports draft the agenda in advance and identify where they need clarity, support, or decisions.
Leaders use the conversation to listen, ask questions, strengthen judgment, remove obstacles, provide support, and recognize progress.
Used consistently, these agendas clarify expectations, strengthen ownership, and build performance over time.
For more guidance on effective 1:1s and leadership development, visit Lisadfostercoach.com.


1:1 AGENDA: Goal Setting/Evaluation

Manager: 
Direct Report:
Date: 
Use this template to set specific, measurable, timebound goals for the quarter. Each goal should be within the employee’s control or influence with clear agreement on what 100% completion means. 
The manager defines performance standards. The employee owns delivery of results.
1. GOAL 1 
	Beginning of Quarter: Set Goals
	Action Steps
	· 
· 
· 
· 

	
	Measure of Success
	

	
	Target Date
	

	End of Quarter: Evaluate Progress
	Percent of goal completed (based on above criteria).
	

	
	What did you accomplish?
	



2. GOAL 2
	Beginning of Quarter: Set Goals
	Action Steps
	· 
· 
· 
· 

	
	Measure of Success
	

	
	Target Date
	

	End of Quarter: Evaluate Progress
	Percent of goal completed (based on above criteria).
	

	
	What did you accomplish?
	



3. GOAL 3 
	Beginning of Quarter: Set Goals
	Action Steps
	· 
· 
· 
· 

	
	Measure of Success
	

	
	Target Date
	

	End of Quarter: Evaluate Progress
	Percent of goal completed (based on above criteria).
	

	
	What did you accomplish?
	



4. GOAL 4 
	Beginning of Quarter: Set Goals
	Action Steps
	· 
· 
· 
· 

	
	Measure of Success
	

	
	Target Date
	

	End of Quarter: Evaluate Progress
	Percent of goal completed (based on above criteria).
	

	
	What did you accomplish?
	



Anything else on your mind? 

1:1 AGENDA: Progress Report

Manager: 
Direct Report:
Date: 
Use to review ongoing work, problem solve together, and strengthen judgment.
5. Check in and connect
6. Follow up from last time
7. Priority 1 
a. How it’s going
b. Obstacles: What’s in the way?
c. Problem solving / shop talk
d. Success and recognition
e. Next steps
8. Priority 2
a. How it’s going
b. Obstacles: What’s in the way?
c. Problem solving / shop talk
d. Success and recognition
e. Next steps
9. Priority 3 
a. How it’s going
b. Obstacles: What’s in the way?
c. Problem solving / shop talk
d. Success and recognition
e. Next steps
10. Priority 4 
a. How it’s going
b. Obstacles: What’s in the way?
c. Problem solving / shop talk
d. Success and recognition
e. Next steps
Anything else on your mind? 
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