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Daily Log
Purpose
A Daily Log is used to record informal issues, required actions or significant events not caught by other PRINCE2 registers or logs. It acts as the project diary for the Project Manager.
It can also be used as a repository for issues and risks during the Starting up a Project process if the other registers have not been set up. 
There may be more than one Daily Log as Team Managers may elect to have one for their Work Packages, separate from the Project Manager’s Daily Log.
Derivation
The Daily Log may be derived from the following:-
· Entries are made when the Project Manager or Team Manager feels it is appropriate to log some event. Often entries are based on thoughts, conversations and observations
Quality criteria
What makes a excellent Daily Log
· Entries are sufficiently documented to be understandable later (a short note might make sense at the time, but will it in several months’ time?)
· Date, person responsible and target date are always filled in 
· Consideration has been given to access rights for the Daily Log (e.g. should the Daily Log be visible to everyone working on the project?)
Tailoring
It is a principle that a PRINCE2 project tailors the method to suit its needs. Tailoring refers to the appropriate use of PRINCE2 on any given project, ensuring that there is the correct amount of planning, control, governance and use of the management products.
You may find it necessary to tailor this template up or down to meet the needs of your project. For everyone involved in the project, it should remain clear as to what the purpose of this management product is, what it should comprise and what the quality criteria are. 
This template could quite easily be reduced to a 2 or 3 page document if required.
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	Date of entry
	Problem, action, event or comment
	Person Responsible
	Target date
	Result
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Supporting Information
[Add here any supporting information, such as comments, charts, tables, documents or diagrams that will assist].

Daily Log Sections Omitted
· [Omitted section]
· [Omitted section]
Approvals
Prepared By	__________________________________
([Job Title])

This document requires the following approvals
Approved By	__________________________________
([Job Title])
__________________________________
([Job Title])

Approval Date	__________________________________
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