Action ltems Log
Team Updates Report

Date: June 05, 2024

Team: Alpha Project Team

Action Items Overview

Target

Completion

# | Description Owner | Status Due Date | Date Comments/Updates
Finalize requirement . May 28, May 27, Reviewed and signed off

1 specs Liam Completed 2024 2024 by stakeholders.

2 Prepare project Emma In June 07, ) Awaiting input from dev
timeline draft Progress 2024 team.

3 Set.up development Noah Pending June 10, ) De_pendent on hardware
environment 2024 delivery.
Organize kickoff L May 30, May 30, Meeting minutes

4 | meeting Olivia | Completed | )4 2024 circulated.

Important Notes

Keep the log updated regularly to accurately reflect progress.
Clearly assign ownership and deadlines for each action item.
Use concise and specific descriptions for all tasks.

Note dependencies, blockers, and any changes in status promptly.

This document ensures transparency and accountability within the team.
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