Creating a Project
Issue Log:

Why It Matters and
What You'll Learn

E e Structured doc to record, assign,
/4 and monitor active project problems

© * Drives resolution through visibility,
single ownership, and status tracking

98% e Prevents bystander effect; turns
complaints into an accountable list

@ e Learn to capture, prioritize, own,
track, and close issues with evidence




Issue, Risk, or Decision? Setting the Boundaries

Issue: a current problem
that has already occurred

Risk: an uncertain future
event that may happen

When a risk materializes,
it moves from risk register
to issue log

Issues may trigger a
decision; the decision log
records the choice

Issue logs coexist with risk,
assumption, and
dependency logs




When and Where Issues Appear in the Project Lifecycle

Created at execution start,
reviewed in every status meeting

Triggered by stand-ups, testing,
audits, stakeholder escalations

Issues surface in planning,
execution, monitoring, or closing

Early logging prevents small
problems from compounding

Log goes live with the first
blocker, not retroactively




The Minimum Viable Issue Log: Ten Fields That Drive Action

Unique ID, clear title,
date logged, and

and target resolution
date create
accountability.

Assigned Owner

Target Resolution Date _ .I
Resolution Notes I

CIOSure Date

e Status, resolution notes,
and closure date
provide a full
audit trail.

reporter name e
for reference.
Title _____-:
[N -M‘:\‘
* Issue type and Do =
plain-language impact "

. h_eg\%-—:_g
enable triage and 8 Reporter Name [T ————
pattern analysis. ﬁ% -

ISSUe Type
e Single assigned owner & Impact
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Optional and Tailored Fields:
Adapting the Log to Your Project

__{lrwm, r@\ )
i

R
D

\_'l\J‘_J @ ¢

o |:
;) L

Fa
Y

Escalation path, linked risk ID, and
cost-impact estimates for deep tracking

Agile teams add sprint and story points;
PRINCE2 adds change request references

Programme-level fields: workstream,
dependency flag, strategic objective

Compliance tags, customer-impact metrics,
and Al-assisted summaries



Priority, Impact, and Urgency: How to Decide What to Fix First

¢ Use a two-axis High
assessment: priority
(how soon) x impact
(what breaks)
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High Impact High Impact

o Keep scales simple: Low Urgency i High Urgency

High/Medium/Low or
1-5 ratings for both
dimensions

Impact

e Beware the urgency
trap: rushing low-impact
issues distracts from
critical fixes

Low Impact
Low Urgency _, . _ ‘
* Always link severity to : s -

000 schedule, budget, or Low
gax customer metrics for

stakeholders B S
Low Urgency «#  High



Status Lifecycle and Single-Owner Principle
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- Simple workflow: Open — In Progress = Resolved = Closed

- Owner proposes status changes; PM confirms closure

- One named owner per issue — team ownership fails

One Key.
One Owner.

- Define backup owners and escalation triggers early



Practical Workflow: From Fresh Capture to Clean Closure

- Quick capture: - Triage meeting - Regular reviews - Closure requires
one-line title, sets priority, impact, spotlight overdue verified fix,
reporter, brief owner, and or stalled entries resolution notes,
description target date and PM sign-off
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Escalation Paths:

When and How to Raise the Alarm

Escalate when high-priority
issues miss target dates or
stay blocked 24+ hours

Prepare an escalation packet:
problem, actions taken,
impact, and resources needed

Projectised orgs escalate to
the sponsor; matrix orgs use
functional managers

Original owner remains
accountable until a new owner
formally accepts the handoff
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| Tools and Templates: From Spreadsheet to Collaborative Platform

- Start with Excel or Sheets; 10 fields, dropdowns, and overdue highlighting

&% - Upgrade to PM software when the team needs real-time collaboration
88 - Pre-built templates offer dashboards, KPIs, and agile/waterfall options
Q - Add shareable forms and color-coded alerts to speed capture



Tool Selection Guide: Matching the Platform to Your Team

- Solo/tiny team: a disciplined
o spreadsheet with conditional

formatting

- Small co-located team (3-8):
Trello, GitHub Issues, or
Asana free tier
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- Growing cross-functional
team (8+): Linear, ClickUp,
or Monday.com
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- Enterprise/regulated: Jira or
Azure DevOps with audit trails
and permissions




Common Pitfalls and How to Avoid Them

- Vague titles hide issues;
use [Category]-[Component]-
[Brief Description]

enforce one-name
ownership at triage

8 - Missing owners block action;

- Stale logs become graveyards;
ask weekly: still an issue?
who's active?

- Logging without action is
note-dumping; every entry
needs a next step




Quality Checks and Everyday Discipline

Health checks: completeness,
accuracy, timeliness, and
traceability.

Standing agenda item in
daily stand-ups and
weekly meetings.

Audit lenses: orphaned
entries, missing narratives,
cascading issues.

Celebrate "clean log" weeks;
reward early issue raising.

% Single Key Assigned to One Person




Hands-On Practice: Build, Update,
and Close a Realistic Issue Log

- Build three entries:

:i._g’ testing blocker, vendor -
delay, stakeholder conflict e Blocker
8 - Fill all 10 fields, assign -
priority and a single owner
- Progress one issue to —_——
27 Resolved; escalate e Stakeholder
another with full packet L rootcause Conflict
’ | Category _ QUALITY CHECKLIST
/ ;' Priority ‘
1 | Owner — = E/j Clear Title
% ) S‘Nra-p Iogs and e.valuate ( s { || curent Stz - @ Complete Details
against the quality o ot |

Comments | e @ Single Owner

n Actionable Next Steps

checklist
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