Issues Log

Introduction

As projects progress, stakeholders continually identify issues – questions and concerns – that require additional research or definition before progress on a particular task, or a decision on how to proceed, can be determined.  A project stakeholder is assigned the responsibility to take action (e.g., obtain additional information) by the due date in order to ensure the project continues on schedule. 
Often the distinction between an issue and a project task becomes unclear.  It is the responsibility of the project manager to determine if the effort surrounding the issue merits being incorporated into and tracked within the project plan or separately within the issues log. 
Periodic review of the issues log at status meetings is recommended to ensure that the progress for resolution is tracked against the due date and priority of the issue.
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 REMEMBER: 
A project should be managed through the project plan – not by 



the issues log!
Definition of fields

	ID
	A sequential number that facilitates identification 

	Priority
	A typical priority schema is High – Medium – Low.  It is advisable to keep this prioritization process simple and attempt to limit the assignment of a High priority.

	Issue description
	A brief description that provides sufficient information regarding the nature of the issue, its potential impact and the need for resolution.

	Identified by
	The stakeholder that is responsible for the identification of the issue; they become the owner and are responsible for 1) clarification of the definition as deemed necessary and 2) determine whether the issue has been resolved and can be closed.

	Date added
	The date the issues was recorded in the log

	Assigned to
	The stakeholder responsible for resolving the issue.  As with any other task, the actual effort may be done by this individual or may be delegated. 

	Due date
	The date that the project manager and the stakeholder responsible for resolution agree upon.

	Resolution Note
	The information or answer necessary for the decision or action to occur.

	Date closed
	The actual date that the issue was resolved or eliminated.

	Closed by
	The stakeholder responsible for updating the log
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