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	Issue Log Template

	This template is designed to help you to identify and record issues that are impacting on the project. It also details who is responsible for implementing the agreed resolution. Many of these issues are related to the project team and their day-to-day progress. The log only records issues that cannot be sorted out informally. The reporting of progress for each issue will follow the defined project procedure until it has been satisfactorily completed.

Not all fields of this template are relevant for every project, as project manager you will determine which fields are necessary for your project and meet the needs of the organization’s culture. The level of detail will also vary according to the recipient of the data and a glossary of terms used in the descriptions should be attached to ensure easy comprehension.
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