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Dear YOU,
Thank you so much for the passion, honesty and time you’ve put into your development meeting. Amidst our immediate work and long-term planning, it’s vital we keep taking the time to reflect critically on you, raise and address some important issues, and look at your future trajectory. And once again, this doesn’t replace our ongoing discussions. 

Here’s a record of the key matters we discussed and the commitments we’ve made:
	REVIEWING THE PAST YEAR
	· 

	SPECIFIC ISSUES DISCUSSED

	·  

	WORK AREA


	· Resources, storage

	WORKING AS A TEAM
	· When you’ve had to raise things with me, how have I responded? How confident were you that the matter would be resolved well?

· When I’ve had to handle something on your behalf, are you comfortable that I am representing you and the organisation well?

· Working with others

	PROFESSIONAL DEVELOPMENT
	· Discuss identified areas

· Propose training, seminars or other experiences

· A mentor?

	FOR THE NEW CEO (if early in tenure)
	· From your point of view, what are the important things for the new CEO to get on top of right away?

	WHERE TO FROM HERE
	· Thanks and followups


My thanks to you again for our great discussion – here’s to an amazing year!

MANAGER NAME
ESTHER ANATOLITIS MADE THIS SO THAT YOU COULD DO WHATEVER YOU LIKE WITH IT

