
Client Project Action Items List 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Action Items List for [Project Name] 

 

Action Items 

Action Item Responsible Person Due Date Status 

[Action Item 1 Description] [Name of Responsible Person] [Due Date] [Status] 

[Action Item 2 Description] [Name of Responsible Person] [Due Date] [Status] 

[Action Item 3 Description] [Name of Responsible Person] [Due Date] [Status] 

If you have any questions or need further clarification, please feel free to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


