	Action Item Checklist

	
	
	
	

	
	Action Item
	
	Due Date

	☐	Draft project kickoff agenda
	
	3/30/2026

	☐	Review budget assumptions
	
	4/1/2026

	☐	Confirm stakeholder availability
	
	4/2/2026

	☐	Prepare initial status report
	
	4/5/2026

	☐	Finalize action items from meeting
	
	4/7/2026

	☐	
	
	

	☐	
	
	

	☐	
	
	

	☐	
	
	

	☐	
	
	

	☐	
	
	

	☐	
	
	

	☐	
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	☐	
	
	

	
	
	
	

	
	
	
	

	Notes:

	Follow up with stakeholders who cannot attend the kickoff meeting.

	Adjust timelines if budget review is delayed.
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