Action item tracker
One owner per action, never a team. Filter on Status to run through what is open at the start of each meeting.
Actions
	#
	Action
	Owner
	Due
	Status
	Priority
	From
	Raised
	Notes

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



How to fill
#: A number, so people can say “action 12”.
Action: Starts with a verb: “Send…”, “Book…”, “Check…”.
Owner: One person.
Due: A date.
Status: Not started, In progress, Blocked or Done.
Priority: High, Medium or Low.
From: The meeting or message it came from.
Raised: When it was agreed.
Notes: What it is waiting on, if blocked.
Free template from Velkri: velkri.com/templates/action-item-tracker/
