[Project name]: issue log
Replace everything in [brackets] and delete the gray example row before you share it. Review the open issues at the same time every week.
	As of
	[Review date]

	Log owner
	[Name and role]

	Review meeting
	[Day, time and who attends]


Open issues
	ID
	Priority
	Issue
	Impact
	Owner
	Resolve by
	Status
	Next step

	I1
	High
	[What is wrong, with the date or number that shows it]
	[What it does to the schedule, cost or scope]
	[Name]
	[Date]
	Open
	[The next step and who does it]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Resolved
	ID
	Issue
	Resolved on
	Resolution

	I2
	[What was wrong]
	[Date]
	[What fixed it, and anything the next project should know]

	
	
	
	

	
	
	
	


Priority: Critical / High / Medium / Low. Status: Open / In progress / Escalated / Resolved.
Priority and escalation guide
Agree these with the sponsor at kickoff, so nobody argues about priority while an issue is open.
	Priority
	What it means
	Review
	Escalate

	Critical
	Stops a milestone, the go-live or a customer commitment now.
	Every day
	To the sponsor the same day if there is no fix in sight.

	High
	Will move a milestone or the budget if it isn't fixed by its date.
	Twice a week
	When the owner can't fix it by the date with their own authority.

	Medium
	Hurts the work, but there is a workaround.
	Weekly
	If it is still open after two reviews with no progress.

	Low
	Minor or cosmetic.
	Weekly, in a batch
	Rarely. Fix it when convenient or close it.






