Issues Tracking Log

<<Project Name>>



<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.

A list of any issues which must be resolved for the project to move forward.  This will typically include both a) expected issues which still need to be resolved and b) issues which were not expected and which may impact the scope, budget or schedule of the project.

Ensuring that issues are resolved in a way that minimizes their impact on the project is a key responsibility of the project manager.  This list should be discussed as part of status meetings with the project team.

Note that you should not list activities (e.g., writing the curriculum) but instead issues that must be resolved in order for the project team’s ability to complete those activities (e.g., the starting date for writing the curriculum being delayed because the writer is no longer available at that time).
It is important to give each issue a priority (high, medium or low), based on the potential or expected impact that the issue will have on the project’s scope, schedule or budget.  You should work with the project team and other stakeholders to address these issues in order of priority .

If any issues have been resolved, you should put them at the bottom of the list and indicate that they are resolved (e.g., by graying them out) as they may need to be referenced later.
<<Project Name>>
Issue Tracking Log

Last Updated: <<DATE, TIME>>
	ID
	Issue Description
	Action Summary
	Priority
	Raised By

Raised Date
	Owned By

Due Date
	Status

	<<#>>
	Brief description of issue (2-5 words) along with a somewhat more detailed explanation (<25 words)
For example:

Delay in start of writing curriculum

Sandra  is scheduled to work on another project until Aug. 25th.  She is scheduled to begin writing the curriculum on Aug. 15th.
	Brief description of the planned step(s) for addressing the issue
For example:

Joseph will write the introductory and final sections of the curriculum

Joseph and Sandra will meet or 2 hours on Aug. 20th to review Joseph’s work and decide on any changes to be made before the 25th.
	High, medium or low
	The name of the person or group who first raised the issue, and the date on which the issue was first raised

For example:

Sandra Collins

July 15, 2010
	The name of the person or group responsible for making sure the issue is resolved, and the date on which it is expected to be resolved
For example:

Sandra Collins

August 15, 2010
	Open, closed or deferred
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