
MENTORING MEETING CHECKLIST 

The below checklist is provided as a tool for mentoring meetings. The Mentor and/or 
Mentee should adjust this checklist, as needed, to meet their needs. 

First Mentoring Meeting 

Introduce each other 

  (i.e., Background, experiences, hobby/interests, family, etc.) 

Exchange Contact Information 

  (i.e., Email/phone numbers) 

Set time, day, length, medium, and frequency of meetings 

  (i.e., every other Tuesday at Noon via Teams) 

Discuss Mentor Goals 

  (i.e., How I hope to give back as a mentor) 

Discuss Mentee Goals 

  (i.e., What I want to learn or gain from this experience.) 

Second and Follow-on Mentoring Meetings 

Mentee contacts Mentor 

  (i.e., the mentee sends the meeting invite to set the meeting.) 

Review Goals discussed in the first meeting 

  (i.e., review action plan and progress since previous meeting.) 

Discuss challenges and/or observations on the way 

  (i.e., opportunity for Mentor to ask questions, provide feedback.) 

Mentee – come prepared with questions for Mentor 

  (i.e., prepare questions for the mentor as you work towards your goal(s), 
  complete recommended action items, etc.) 

Mentor suggests possible stretch project(s) 

  (i.e., Mentor provides possible growth areas for Mentee to reach for, 
  Mentee completes action items and follows up on suggestions, etc.) 

Recap on Mentee Goals and Next Steps 

  (i.e., Mentee drives goals and next steps; 
   Mentor provides guidance and suggestions, as needed.) 

Set up Time/Date for next meeting 

  (i.e., confirm schedule or make changes, as needed.) 
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https://www.navfac.navy.mil/Careers/Career-Compass-Workforce-Development/Career-Compass-Resource-Center/Mentoring/ 
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