[Team or group] action items tracker
Meetings covered: 
Tracker owner: 
Last reviewed: 
Open action items
	ID
	Action
	Owner
	Due
	Status
	From meeting
	Done looks like
	Latest update

	
	Verb + thing
	One name
	
	Not started / In progress / Waiting on [name] / Overdue
	
	
	



Needs an owner or a decision first
	ID
	Action
	What is missing
	Who will settle it
	By when

	
	
	No owner / No decision / No budget
	
	



Closed since last review
	ID
	Action
	Owner
	Closed on
	Evidence

	
	
	
	
	Done or dropped, and how you know
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