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An Issue Log contains the list of issues associated with a project.  The list contains both open and closed issues.  The Issue Log can be ordered by type or severity to help you focus on the most important issues for your project.  Below is the definition of an Issue and a brief description of the data elements on the Issue Log Template.

Issue – A point or matter in question or dispute, or a point or matter that is not settled and is under discussion over which there are opposing views or disagreements.[1]

The issue log is typically blank at the start of a new project and may include the following components:

· Issue Number (#) – A number that references a particular issue. These are usually assigned sequentially.

· Title / Name – The name or title of the issue.

· Description – A brief description of what the issue concerns.

· Type – The issue type describes the domain to which the issue belongs. Ex. Infrastructure, Application, Personnel, etc.

· Priority – The issue priority determines the urgency of an issue and consequently the order in which issues should be resolved.

· Date – The date the issue was raised.

· Originator – The name of the individual that raised the issue.

· Assigned To– The name of the individual assigned to resolve the issue.

· Due date– The date by which the assigned individual is expect to resolve the issue.

· Status– A term that describes the status of the issue. Ex. New, Investigating, Escalated, Resolved, etc.

· Date Closed– The date the issue was resolved.

· Comments– How the issue was resolved.

1. PMBOK Guide 4th edition.



