Issue Management Log Instructions


The Issue Management Log records and tracks issues identified during project execution.  The Issue Log and Issue Management document do not replace Change Control Request.  Issue resolution may lead to a project or configuration change; however, resolution of many issues will not involve changes to the Project Plan.
General Information - Basic information that identifies the project.

Project Title – The proper name used to identify this project.

Project Working Title – The working name or acronym used to identify the project.  If an acronym is used, define the specific meaning of each letter.

Proponent Secretary – The Secretary to whom the proponent agency is assigned or the Secretary that is sponsoring an enterprise project.

Proponent Agency – The agency that will be responsible for the management of the project.

Prepared by – The person(s) preparing this document.

Complete the columns in the table as described below.
Issue Number – Identify the issue with a sequential tracking number.  

Issue Description – Provide a brief but specific description of the issue.  (See Issue Management Document, Section B.)

Date Identified – Record the date the issue was identified.  (See Issue Management Document, Section A.)

Assigned To – Record who is assigned to manage resolution of the issue identified.  (See Issue Management Document, Section C.)

Date Resolution Required – Record when resolution of the issue must be completed.  (See Issue Management Document, Section C.)

Resolution – When resolved, record the actual resolution of the issue. 

Date Resolved – Record the actual date the issue is resolved.

