CMPR010                                        Action Item
July 2004


Action Item

Stage:
Configuration Management Global
Description:  

This procedure describes the steps for inputting, tracking, and maintaining Action Items (AIs) generated as the result of meetings.
Entry Criteria: 
The following shall be completed before beginning this procedure:

· Action items resulting from meetings
Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.  Project Manager:  Assign Action Item.

The Project Manager will assign AIs during reviews, audits, CCBs, etc., for completion by a specific date.  The AI may be recorded on the [Action Item Form].
2.  Project Configuration Manager:  Input Action Item and maintain database.

The Project Configuration Manager (CM) will input all associated Action Items into an AI database.  The Project CM will maintain the AI database by periodically reviewing the assignees and due dates to ensure the completion of the AIs.

3. Project Configuration Manager:  Notify of impending or overdue AIs.

Project Configuration Manager will provide status reports to the Project Manager showing AI status--pending, overdue, or closed out.
4.  Action Item Assignee:  Request extension of AI due date.

The responsible individual may ask the AI originator for an extension of the due date if circumstances or lack of information preclude it from being completed on schedule.  The AI originator then must notify the Project CM so the AI database may be updated.

5.  Action Item Assignee:  Complete the AI.

The responsible individual shall complete the AI, provide the requested work product and notify the Project Manager and Project CM.

6.  Project Configuration Manager:  Close out AI.

The Project CM will update the AI database with the solution and date closed when the AI originator accepts the solution.
Exit Criteria:
The following work product is a result of completing this procedure: 
· Completed AI     
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