[Company Logo]   [Company Name]
RECORD OF DISCUSSION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Mode:
	[In person / Phone / Video]



Participants
	Employee
	[Employee Name], [Employee ID], [Designation]

	Manager / HR
	[Name], [Designation]

	Others present (if any)
	 



Topic
  Employee concern or request
  Change in role, shift or location
  Workload or priorities
  Feedback
  Follow-up on earlier matter
  Other
Summary
	Key points raised by the employee
	 

	Key points raised by the manager / HR
	 

	What was agreed
	 

	What remains open
	 

	Next steps and owners
	 

	Follow-up date
	 



Employee Comments
	Any comments or corrections by the employee
	 



This is a summary of the discussion and not a disciplinary record. A copy has been given to the employee. The record is confidential and will be kept by HR.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Manager / HR
[Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
