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Action Item Form

	Definition
	The issues form is used to document and track all the issues and concerns that were raised during the review.


	Prepared
	The recorder produces the issue list.


	Audience
	The issue list is distributed as part of the review minutes package to reviewers, chairperson, and recorder.


	Content
	The following tables describe the information that must be captured for each issue.


	Content
	Description 
	Rationale

	Meeting Name  

& Date
	Where the issue came from
	This identifies what forum caused the issue to be surfaced.

	Issue Number
	A unique number.
	Identifies the issue for traceability.

	Suspense Date
	Date by when the issue needs to be researched and responded to.  Not necessarily resolved.
	Identifies how long the Action POC has to research the issue.  Should take into account the size and priority of the issue.  The Action POC should be allowed to extend the suspense date if warranted.

	Reviewer POC

Office

Phone Number
	The name, office, and phone number of the reviewer that raised the issue.
	This lets the action POC know whom to contact should further discussion be warranted.

	Issue Description
	The statement of the issue as summarized by the chairperson.
	To ensure that the issues are recorded accurately and consistently, only the summary of the issue provided by the chairperson should be recorded.

	Issue (Product Reference)
	The part of the product that this issue refers to.

Example: For a local issue, this information would include the page, section, and paragraph number.
	This information provides context about the issue.  Also it tells the producer what must be modified should a change be warranted.

	Action POC

Office

Phone Number
	The name, office, and phone number of the person tasked to research the issue.
	This identifies who is responsible to handle the issue.

	Issue Response
	Summary of actions taken or required to resolve the issue.
	This documents what has been done to resolve the issue and/or what actions are needed.  This does not necessarily resolve the issue.  It may identify a set of corrective actions or plan.


	Source
	Adapted from the Software Engineering Institute (SEI) Software Process Definition Reference Manual




Sample Sheet

Note:  What follows is a template for the Action Item Form.

	Action Item Form

Meeting Name and Date:  _______________________________________________

Issue Number:  __________                                                                  Suspense Date:  ____________

Reviewer POC/Office/Phone Number: ______________________________________

Issue Description:  __________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

Issue (Product Reference): ___________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________



	Action POC/Office/Phone Number:_______________________________  Date:  ______________

Issue Response (Action):  ____________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

(Attach additional pages as required)


