The 30-Day Hybrid Manager
First one-on-one notes
Use one copy per person. Schedule all first one-on-ones on video, in the same two days, starting with the person furthest from the office. Mostly listen.
	Field
	Your entry

	Team member
	

	Date
	

	Location and time zone
	



How to open
Name the change
	"This is a bit strange for both of us. Last week we were peers, and now I'm your manager. I'd rather talk about that than pretend it isn't there."



	Question
	What they said

	What should I keep?
	

	What would you change?
	

	What do you need from me?
	

	How do you want to tell me I'm wrong?
	

	What are you hoping to grow into?
	



Follow-up
	Field
	Your entry

	Themes for the team summary (no names)
	

	What I promised to look into
	



Template from From Teammate to Boss, Chapter 2. The 30-Day Hybrid Manager. © 2026 Drew Tanner. Free to adapt for your own team.




