

KPI Action Log

	Team / Area
	
	Last updated
	

	Owner (log)
	
	Review cadence
	Daily / Weekly / Monthly (select)


How to use
Keep this log visible and current. Review it briefly in each KPI meeting, confirm owners and dates, and move closed items to the archive below.
Open Actions
	ID
	Action / Decision
	Owner
	Due date
	Status
	Priority
	Related KPI/Topic
	Date raised
	Source (meeting)
	Notes

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Legend (use consistent terms)
· Status: Not started / In progress / Blocked / Done / Dropped
· Priority: Urgent / High / Medium / Low
· Tip: Keep actions specific and testable; write the first next step, not a vague intention.

Closed Actions Archive
	ID
	Action / Decision
	Closed date
	Outcome / Comment
	Verified by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Tip: Keep the archive to one page; move older rows to a separate file if needed.
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