
 
 

Project Management Action Items 

 

Initial Planning and Setup 
• Action Item: Conduct Project Kickoff Meeting 

o Deliverable: Kickoff meeting agenda and minutes, including project scope, objectives, and 

stakeholder roles. 

• Action Item: Define Project Scope and Objectives 

o Deliverable: Detailed project scope document outlining goals, deliverables, timelines, and 

success criteria. 

• Action Item: Select and Configure Project Management Tools 

o Deliverable: Configured project management tool (e.g., Asana, Trello, Monday.com) tailored 

to project requirements. 

 Task Tracking and Management 
• Action Item: Create and Assign Tasks 

o Deliverable: Task list with clear descriptions, assigned team members, deadlines, and 

dependencies. 

• Action Item: Set Up Task Tracking System 

o Deliverable: Task tracking system implemented with real-time status updates, priority levels, 

and progress indicators. 

• Action Item: Monitor Task Progress 

o Deliverable: Regular progress reports highlighting completed tasks, ongoing tasks, and any 

delays or issues. 

 Coordination and Resource Management 
• Action Item: Develop Resource Allocation Plan 

o Deliverable: Resource allocation plan detailing the assignment of personnel, tools, and budget 

to project tasks. 

• Action Item: Manage Project Deadlines 

o Deliverable: Deadline tracking and management system ensuring all project milestones and 

deadlines are met. 

• Action Item: Facilitate Cross-Functional Coordination 

o Deliverable: Coordination plan outlining communication channels and collaboration processes 

between different teams or departments. 

• Action Item: Resolve Scheduling Conflicts 
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o Deliverable: Conflict resolution reports documenting issues and solutions to maintain project 

momentum. 

 Reporting and Documentation 
• Action Item: Generate Progress Reports 

o Deliverable: Comprehensive progress reports summarizing task status, milestones, and overall 

project health. 

• Action Item: Track Performance Metrics 

o Deliverable: Performance metrics and key performance indicators (KPIs) reports to evaluate 

project success and team performance. 

• Action Item: Provide Regular Stakeholder Updates 

o Deliverable: Scheduled updates and briefings for stakeholders, including summaries of 

progress, achievements, and issues. 

• Action Item: Document and Report Risks 

o Deliverable: Risk assessment reports detailing identified risks, mitigation strategies, and 

impact on the project. 

• Action Item: Conduct Post-Project Review 

o Deliverable: Post-project review report analyzing outcomes, lessons learned, and 

recommendations for future projects. 

 Continuous Improvement and Support 
• Action Item: Monitor and Evaluate Project Performance 

o Deliverable: Ongoing performance monitoring reports to assess project efficiency and 

effectiveness. 

• Action Item: Implement Improvement Strategies 

o Deliverable: Action plan with strategies for addressing identified issues and improving project 

processes. 

• Action Item: Provide Post-Implementation Support 

o Deliverable: Support plan including maintenance, troubleshooting, and updates to ensure 

continued project success. 
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To avail of our professional services kindly contact hello@consultareinc.com or call 1-202-982-3002. 
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