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Meeting Agenda TOOL         


Mentoring Program


Date: _________  Location: ________________________________
Mentee OR Career Mentor:  ________________________________
DIRECTIONS: Make copies of this optional worksheet for your second and future meetings.  Use it as an agenda, place to make notes, and record of progress.  Identify one or more goals or topics for this meeting and be open to additional topics presented.  Keep the notes in a file for your reference.  This tool is optional and is yours to keep; it does not need to be turned in.  ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Progress made/successes to celebrate:

Challenges (situations and feelings about them):

Specific goal(s)/topics(s) for this meeting:

Key learnings from this meeting (Use back if necessary):

Follow-up actions:

· Mentee:

· Mentor (if any):

Next meeting date, Location and tentative topics(s):

Next Meeting Date: _________ Location for Next Meeting: ____________
PAGE  
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 1
Source:   Revised Version of The Mentor’s Guide by Dr. Linda Phillips-Jones, published by CCC/The Mentoring Group ISBN 1-890608

