
Conversation Protocol Template 

 
 

 

Mentoring meeting through ..................................................... 

☐ telephone               ☐e-mail                ☐personal meeting /conversation 

 

Topics: 

....................................................................................................................................................

.................................................................................................................................................... 

 

Conversation objectives: 

....................................................................................................................................................

.................................................................................................................................................... 

 

Content/Conversation flow: 

....................................................................................................................................................

.................................................................................................................................................... 

 

Agreed-upon objectives: 

.................................................................................................................................................... 

 

Recommendations: 

....................................................................................................................................................

.................................................................................................................................................... 

 

Agreements / Tasks for next meeting: 

....................................................................................................................................................

.................................................................................................................................................... 

 

Reviewed on: 

.................................................................................................................................................... 

 

Completed: 

.................................................................................................................................................... 

 

Notes: 

....................................................................................................................................................

.................................................................................................................................................... 
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