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Prince2™ Documentation



 DAILY LOG TEMPLATE	Comment by Author: General Guidelines:
This document provides a template for the creation of a Prince2 Daily Log conforming to the Office of Government Commerce (OGC) guidelines.
 

This header page is not required as this document is a Project Managers tool to record significant events not caught by other Prince2 registers or logs. It contains comments which give guidance on the structure, content or options for the document. 

Comments can be managed via the ‘Review’ tab within MS Word. All comments can be displayed in a reviewing pane (horizontal or vertical) by clicking on the Reviewing Pane icon within the Review Tab. Individual comments or all comments can be deleted via the Delete icon in the Comments box on the Review Tab.

The Daily Log can be printed without comments by selecting the “Print what” dropdown on the Print screen and choosing “Document” rather than “Document showing markup”.

It may be appropriate to delete all guideline comments before the Daily Log is circulated for review, at which point reviewers will add their own review comments.



Support Guidance




Release Status: FOR INFORMATION

Author: John Aldridge, FMD Consultants Limited


Date: 08 November 2013


Filename & Version: p2_daily_log_v01




Methodology: PRINCE2™ 2009









FMD Consultants Limited assumes no responsibility for the usage of any information contained in this document and the way it is handled and disclaims all liability in respect of such information and its provision.  Subject to this disclaimer, you may copy and utilise the material contained in the document.

This information is based on OGC PRINCE2™ material. PRINCE2™ is a registered trade mark of the Office of Government Commerce in the United Kingdom and other countries. All registered trademarks recognised & accepted.
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	DAILY LOG
	Programme Name:		      		  	Comment by Author: Programme Name:
If appropriate

	Filename and version:
Location:
	Project Name:

	
	Daily Log Owner: 	Comment by Author: Daily Log Owner
Project Manager. Consideration should be given to access rights for the Daily Log. Team Manager may have access to Daily Log.  Team Manager may also maintain their own Daily Log

	Date
	Person	Comment by Author: Person Responsible:
Person to whom actions are assigned for progress or resolution. Should default to Project Manager if responsibility has not been ascertained or agreed
Responsible
	Problem/Action/Event/Comment	Comment by Author: Entry Description:
Daily log entry description should be documented in sufficient detail to ensure they are clearly understood at a later date, either by the Project Manager or any other person given responsibility to progress or check status of Log entries 
	Target Date	Comment by Author: Target Date:
Target date for resolution of this log entry
	Results	Comment by Author: Results:
Action carried out and results of that action
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