
goals
• Update on goal 

progress
• What’s changed or 

been redirected?
• Motivating/draining 

goals
• New goals

obstacles
• Roadblocks to 

success
• Potential solutions
• Highest/lowest 

priorities

opportunities
• Future ambitions
• Development 

opportunities
• New skills/roles
• Support needed
• Collboration needs

decisions
• Employee and 

manager next steps
• Due dates 
• Confirm shared 

expectations and 
understanding of 
success

PERFORMANCE CONVERSATIONS

good 1-on-1 meeting
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