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Issue Log
Template of Table
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Field Descriptions
	Field Name
	Description
	
	Field Name
	Description

	Issue No.


	A sequential number starting from 001
	
	Dept.


	Which functional area or department owns the issue

	Type


	General Issue, Request for Change, Off Specification or Business Process Improvement
	
	Status


	What is the status of the issue – Open, Closed, Deferred.

	Date raised


	Date the issue submission form was received and issue logged.
	
	Priority


	What is the priority of the issue – High, Medium, Low

	Wks Old


	Count of weeks since the issue was first logged.
	
	Target Date


	When the issue is first logged, what is the estimated time of resolution?

	Issue Title


	Title of the issue.  Be descriptive but brief
	
	Target Duration

	What is the target duration of the task?  Hint: Target Date minus Date raised.

	Description


	Detailed description of the initial issue and its causes / Effects.
	
	Closed Date


	What is the actual close date of the issue?  To be completed when project team agree the issue is closed.

	Action Required/Notes


	Detail the path to resolution and keep a record by date of the actions taken.
	
	Weeks Closed


	Number of weeks since issue was closed.

	Resolution Cost


	Estimated cost of resolving the issue
	
	Close Perform


	This monitors the performance of issue closure and measures it against the Target close date.

	Raised by


	Project team member who raised the issue.
	
	Closure Comments


	Any further comments that may be useful for lessons learnt or post project review activities.

	Issue Owner


	Project team member the issue was delegated to.
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