	Action Item Tracker (with Priority Level)

	
	
	
	

	HIGH PRIORITY

	Action Item
	Due Date
	Assigned To
	Status

	Finalize project scope
	04/05/26
	Alex
	In Progress

	Resolve critical system issue
	04/06/26
	Jordan
	On Hold

	Prepare executive update
	04/08/26
	Taylor
	Completed

	
	
	
	

	
	
	
	

	
	
	
	

	MEDIUM PRIORITY

	Action Item
	Due Date
	Assigned To
	Status

	Review budget reforecast
	04/11/26
	Jamie
	To Do

	Update project timeline
	04/12/26
	Riley
	In Progress

	Share meeting summary
	04/15/26
	Lee
	Completed

	
	
	
	

	
	
	
	

	
	
	
	

	LOW PRIORITY

	Action Item
	Due Date
	Assigned To
	Status

	Clean up task backlog
	09/10/26
	 
	To Do

	Organize reference files
	10/05/26
	 
	To Do

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	ADDITIONAL NOTES:
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