
Post-Contract Review Meeting Action Items 

Date: [Insert Date] 

To: [Contractor's Name] 

From: [Your Name/Company] 

Subject: Action Items from Post-Contract Review Meeting 

Action Items: 

1. Item 1: [Description of Action Item 1] - Responsible: [Name/Team] - Due Date: [Insert 

Due Date] 

2. Item 2: [Description of Action Item 2] - Responsible: [Name/Team] - Due Date: [Insert 

Due Date] 

3. Item 3: [Description of Action Item 3] - Responsible: [Name/Team] - Due Date: [Insert 

Due Date] 

4. Item 4: [Description of Action Item 4] - Responsible: [Name/Team] - Due Date: [Insert 

Due Date] 

Next Steps: 

Please review the action items and confirm your acceptance of the responsibilities by [Insert 

Confirmation Due Date]. 

Conclusion: 

Thank you for your cooperation. We look forward to your prompt attention to these action items. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


