[insert project name]
Action Items
This template is used to capture action items, which are tasks too small to warrant being placed on the (more formal) project schedule.  Action items are usually identified in meetings where problems are being discussed and tracked via simple lists, whereas "scheduled" tasks are typically identified in planning sessions and tracked via a Gantt chart.  

Why action items are important:

The little things keep projects moving forward and action items define those little, but crucial activities.  Most projects have many more action items than formally scheduled tasks.  If Project Manager's did not efficiently get all of these action items closed out, most projects would go nowhere!  
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