
 
*Meeting Tool 

 
 
 
 
Date:          Time:       
 
Method of Communication:       
 
 
 
 
 
1.  Specific goal(s) topic(s) for this meeting:       
 
 
2.  Progress made/successes to celebrate:       
 
 
3.  Challenges:       
 
 
4.  Key points learned during this session:            
 
 
5.  Follow-up actions: 
 
Mentee:       
 
 
Mentor (if any):       

 
 
 
 
 
 
 
 
 
 

*Adapted from form contained in The Mentee’s Guide by Linda Phillips-Jones, Ph.D. 


