Action Item Table


What:  A simple table for keeping track of detailed action items that need to be accomplished.


Why:  The devil is in the details!  Make sure you have a mechanism for recording all the small tasks that come up during a project, so that things don't fall through the cracks.


How:   The team should start action item tracking during the Concept phase.  Record detailed action items, and review them in each team meeting.  Strive to keep your “completion metric” (the percent of actions completed on time during each time period) at 80% or above.  The list can be implemented in a spreadsheet, a word-processing document, or a database.





Action Item Table


(contributed by ProjectConnections.com staff)
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