ACTION ITEM STATUS REPORT

<Project Name> Action Item Status as of: mm/dd/yy

Action Item

Origination
Date

Current
Due Date

Status

name of task
owner

action Iltem - be as
detailed as necessary
or reference another
document with
specifics

date the task
was assigned

date the task
is due

what is the current
status of the task

Status = Complete, In Progress, Open, Past Due. Notes should be added after these
status' reflecting: changed due dates, reasons for late delivery, dependent tasks,
external or internal references, etc.




