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Copyright Notice 

 

 www.free-management-ebooks.com. All Rights Reserved 

 

The material contained within this electronic publication is protected under 

international and Federal Copyright Laws and treaties, and as such any 

unauthorized reprint or use of this material is strictly prohibited. 

 

You may not copy, forward, or transfer this publication or any part of it, 

whether in electronic or printed form, to another person, or entity. 

 

Reproduction or translation of any part of this work without the permission of 

the copyright holder is against the law. 

 

Your downloading and use of this eBook requires, and is an indication of, 

your complete acceptance of these ‘Terms of Use.’ 

 

 

 

You do not have any right to resell or give away part, 

or the whole, of this eBook. 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
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Welcome 

I’d like to personally thank you for downloading this free 

eBook from out online management library.  

You are someone who seeks out ways to improve what 

you are doing and to ensure your success. That’s why 

we have created this FREE eBook of the most popular 

project log and register templates that are used to 

manage a project from our website visitors download every day. 

Our free eBooks, Templates and Checklists have been written and designed 

so that you get sound practical advice on how to approach the most 

common management tasks you will face in your career.  

They are organized into key skills sets such as finance, productivity, 

strategy, leadership, communications, coaching, career and project 

management. 

Don’t forget to click here to receive regular FME updates on the new 

management material available FREE from our website. You’ll also be able 

to take advantage of the special offers we find to help you perform at your 

best. 

By having these ten templates in one document you can easily find the one 

you need to become an outstanding manager and leader. 

 

Helen Bristoll 

Free Management eBooks (FME) 

 

P.S. If you can’t find the template you need send me an email as it’s 

probably one we’re working on & I’ll send you an advance copy.  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/subscribe/subscribe.htm
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Visit Our Website 

More free management eBooks (FME) along with a series of essential 

templates and checklists for managers are all available to download free of 

charge to your computer, iPad, or Amazon Kindle. 

 

The FME online library offers you over 500 free resources for your own 

professional development. Our eBooks, Checklists, and Templates are 

designed to help you with the management issues you face every day.  

 

We are adding new titles every month, so don’t forget to check our website 

regularly for the latest releases. 

 

Visit http://www.free-management-ebooks.com  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
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Introduction 

The role of a project manager has become more complex and the breadth 

of skills an individual must have to succeed has expanded considerably. 

You can no longer just be a subject expert you must have a working 

knowledge of key management skills. 

 

Being able to adapt generic templates to suit the needs of your specific 

project is an essential part of any project managers ‘tool kit’. These 

templates offer you the following benefits: 

 Save you time because you are not starting with a blank sheet. 

This ensures that you are productive and efficient. 

 Easy to modify and adapt to suit the exact needs of your project. 

 Provide a simple checking mechanism when writing the functional 

area management plans for your project. This ensures that you 

don’t forget anything vital. 

Project managers must have excellent written and verbal communications 

so they can express themselves competently when discussing: 

 Financial principles and statements 

 Strategy and planning 

 Project Management 

 Leadership and productivity 

 Sales and marketing 

Being able to express your decisions and requirements in the language of 

each discipline above has become a basic requirement of any manager.  

 

Knowledge in the form of market intelligence is the life-blood of 

organizations and managers are constantly asked to supply such data to aid 

in the analysis of the internal capabilities of an organization.  

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/skills-communication.htm
http://www.free-management-ebooks.com/skills-finance.htm
http://www.free-management-ebooks.com/skills-strategy.htm
http://www.free-management-ebooks.com/skills-project.htm
http://www.free-management-ebooks.com/skills-leadership.htm
http://www.free-management-ebooks.com/skills-productivity.htm
http://www.free-management-ebooks.com/skills-sales.htm
http://www.free-management-ebooks.com/skills-marketing.htm
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Our FREE management resources will help you acquire the level of such 

skills needed to perform your role effectively. 

 

Whether you need the detail of an eBook, the guidance of a checklist or 

template to help you perform and manage a specific task http://www.free-

management-ebooks.com website has a free resource you can download 

onto your PC, Mac, laptop, tablet, Kindle eBook reader, iPhone or 

Smartphone. 

Finance Strategy 

Leadership Productivity 

Coaching & Appraisals Communication 

Meetings Sales & Marketing 

People Thinking 

Project Management 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/
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Top Project Documentation Templates 

The following templates are the most popular downloads requested on our 

website and each one will help you to perform your role more efficiently. 

 

You no longer have to create your own template or wonder if you’ve thought 

of everything you need to do to perform a task the knowledge you need is at 

your fingertips. 

1. Assumption Log 

2. Change Request Register 

3. Issues Log 

4. Project Risk Register 

5. Risk Log 

6. WBS Dictionary 

Before each template there is a description of how it will aid your 

performance and some background information to clarify its purpose if you 

are using it for the first time. 

Assumption Log Change Request Register 

Issues Log Project Risk Register 

Risk Log WBS Dictionary 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-alog.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-chreqreg.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-issuelog.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-riskreg.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-risklog.htm
http://www.free-management-ebooks.com/dldtem/dltmpm-wbsdict.htm
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Assumption Log Template 

This Assumption Log template will help you to identify and document the 

assumptions that have been made as part of your project plan and which 

phase it affects. Each assumption must have an owner who is responsible 

for validating it by a specified date. The log is continually updated as the 

status of each assumption is altered and any associated actions completed. 

 

When planning your project a vital part of your planning is to record all the 

assumptions that have been made as part of this process. By creating an 

assumption log as part of your projects documentation your stakeholders, 

sponsors, third parties and other project team members are aware of 

exactly what assumptions and statements have been made as part of the 

decision making process during the project planning phase. 

 

This log is an evolving project document, which means that it is continually 

being amended and added to as each unique assumption alters as the 

project progresses and its associated actions are finalized. Our free 

assumption log template provides you with a pre-determined format to 

enable you to manage and record this aspect of the planning process. It is 

laid out in a way that allows you to alter any aspect of it so that it matches 

your exact project needs. 

 

As with all project documents the project name and manager along with a 

date the log was created are essential items on the template. Then an 

individual identification number is allocated to each assumption and the 

Assumption Log enables 

Stakeholders, 
Sponsors, Project 

Team & 3rd Parties 

aware of the EXACT 
assumptions & 

statements  

made during the 
Project Planning 

phase. 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-alog.htm
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phase or work package it applies to. There is also a detailed description of 

what has been assumed and why. 

 

A vital part of your assumption log is to assign an actual owner to each of 

your project assumption ids. That person is responsible for proving, along 

with any necessary assistance, that it is a valid assumption and that 

individual has to accomplish this by a specified date. Depending on the 

nature of your project the owner may also be responsible for monitoring and 

reporting on this assumption and its evolution throughout the project or work 

level. This will be defined as part of your project reporting processes and 

procedures. 

 

The final section of this template records the status allocated to each 

assumption, this often described as high, medium or low. As part of this 

status any required action resulting from the specific assumption is noted on 

this log and monitored as part of the project management reports. 

 

Download your own copy of Assumption Log template. 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-alog.htm
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Change Request Register Template 

The Change Request Register template keeps a record of all changes 

requested during the lifecycle of a project and the acceptance (or not) into 

the project with comments as appropriate. 

 

An important area of any project is that of change management and the 

associated procedures and policies that are required to ensure the project is 

efficiently run from inception to closure. Without good documentation in this 

area of your project you will be unable in your project review to fully assess 

how well prepared and researched your plan was. 

 

An essential document for any project is the change request register. This 

keeps a logical record of all changes requested during the lifecycle of your 

project. It will also help you to assess how many of the proposed changes 

where actually implemented into your project plan and whether or not they 

delivered what they promised to in terms of the benefits to the project as a 

whole or specific aspect or work package. 

In addition to keeping a list of uniquely identified change requests its is 

important that the register also lists or describes the reasoning behind the 

decision for each change request. Our free template enables you to record 

and manage the change requests your project will receive throughout its 

duration. 

Change Request Register 

For each Project 
phase  

How many were 
Approved 

Numbers 
Implemented 

Delivered what 
promised 

Records all proposed 
Project changes 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-chreqreg.htm
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The first section of the template requires the project title and the date it gain 

approval to commence along with the ability to record the number of pages 

your register accumulates over the projects duration. The main body of the 

stores the relevant information pertaining to each change against its unique 

identification number along with the type of change it is e.g. technical, 

functional, financial, quality etc. and the name and job title of the person 

formally making the request.  

 

This template is of a general nature and you may need to modify or rename 

its headings so that they are more suited to your own project. Each change 

request will then record the date of its submission to your project team or 

Change Control Board (CCB), the date a decision was made and the status 

it was assigned as a result.  

 

The final field records any comments that will aid the understanding of 

anyone reading or reviewing the register on how and why the decision was 

reached. 

 

Download your own copy of Change Request Register template. 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-chreqreg.htm
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Issues Log Template 

This Issues Log template is designed to help you to identify and record 

issues that are impacting on the project. It also details who is responsible for 

implementing the agreed resolution. Many of these issues are related to 

the project team and their day-to-day progress. The log only records issues 

that cannot be sorted out informally. 

 

By proactively managing issues that arise throughout the life of a project 

prolonged delays can be avoided, conflicts can be diffused before they 

become destructive and the end product will continue to meet end-user 

needs. This log tracks, analyzes and assigns a criticality to each issue that 

is drawn to the attention of the project manager. 

 

Every project team needs a dependable way that they can highlight and 

discuss issues that occur during the project. An atmosphere of openness is 

needed in any project so that any member feels they can raise a concern 

that will be discussed and reviewed. The issue log enables this to occur in a 

structured and objective manner. 

 

 

Issues can mean many things from lack of a key resource, staff joining the 

team late, technical failures to contract problems with third parties etc. They 

are not just problems but inconsistencies that occur as a project progresses, 

this may be gaps between work packages or schedules. All items referred to 

Issue Log - lists all issues 

 Affecting every aspect of a Project 

Technical 
Organiza-

tional 
/Business 

Environ-
mental 

Resource
s / 3rd 
party 

Change 
Manage-

ment 

Need a formal 
solution 

Management 
agreement to 

resolve 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-issuelog.htm
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as an 'issue' if they are not addressed they will sabotage the project in any 

way. 

 

It is one of the key documents a project manager requires as part of the 

overall monitoring process to ensure the smooth execution and 

implementation of a project. It integrates with several project management 

plans and is anything that will impact on the continuation of the project. The 

record created by this log provides historical evidence of what issues 

occurred, how they were resolved and the impact it had on the project.  

 

One of the key benefits of issue management and its log is that ability to 

assign the responsibility for an issue's resolution to a single individual and 

set a target date for it to be resolved by. 

 

 

An issue is something that has actually happened. It may or may not result 

from a previously identified risk, but it is something that must be addressed 

and remedied. (Unlike risk which is something that may or may not happen 

at some point in the future.) The log is the best method for bringing issues 

that cannot be resolved informally to management attention to assist in 

resolving the problem.  

 

The issue log is a key document that will be referred to and used in other 

individual project management plans. It records the common understanding 

of identified problems that have happened and the process set out in 

Predictability is difficult       
Happens with little or no 
warning 

Issue 

Able to identify & define it           
Aware of in advance 

Risk 

http://www.free-management-ebooks.com/
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this communications plan ensure that all necessary people are kept 

informed of how the resolution is progressing. 

 

It forms the backbone of intelligence for a project manager along with cost 

forecasts, work performance reports and schedule forecasts, telling him or 

her how their project is performing against its objectives. It is also the 

document that forms the bedrock of how a project manager identifies 

problems of various sorts.  

 Firstly how these are affecting the team's ability to perform as a 

cohesive unit.  

 Secondly, stakeholder's interests may be affected by the issue, 

which could impact the level of support they give to your project 

as its progresses. 

Download your own copy of the Issues Log template. 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-issuelog.htm
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Project Risk Register Template 

The Project Risk Register template enables you to record the potential risks 

faced by your project and to assign a likelihood of them occurring and a 

level of severity in terms of impact. It is important that all involved in the 

project have an understanding and appreciation of how to deal with potential 

and real risks it could face throughout its life-cycle and that they are 

carefully documented. 

 

Keeping a complete and accurate record of all the 'risks' your project faces, 

both real, potential and probably can be achieved through your project risk 

register. 

 

This template is more than just a list of potential risks that can be identified 

by a unique identification number and description. It provides a record of a 

calculated likelihood of the risk occurring and assigns a level of severity to 

each Id, which relates to the type of impact it would have on the projects 

continuation and ultimate completion. 

 

In instances where you are managing a complex or business critical project 

you may also want to include an additional layer of assessment in your risk 

register. You may need to record and grade each risk in terms of how 

difficult it is to actually detect. It may be important for you to also record and 

have documented in your risk register an overall ranking of each risk. This 

will enable you to focus on those risks that have a critical and serious 

Risk Register 

Lists ALL Risks 

Each Risk has unique ID 

Records Likelihood 

Assigns a level of Severity 

Type of Impact 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-riskreg.htm
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impact on your project. You may even choose to have specific project 

reports tailored to assist in recognizing the warning signs of these risks.  

 

For many project mangers the final aspect they want recorded within their 

risk register is an overall ranking, such as critical, serious, modest or trivial 

attached to each risk. This ranking then enables you to allocate the 

resources and time you spend monitoring and managing risks appropriately. 

As with all our free templates you are able to alter and amend it to suit the 

particular nature of your project. 

 

Download your own copy of the Risk Register template. 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-riskreg.htm
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Risk Log Template 

The Risk Log template outlines the way you can record the risks that have 

been identified as they relate to a specific project. It works in conjunction 

with the risk register and forms a key part of the monitoring and reporting on 

a project's associated risks. It will also be an appendix to the risk 

management plan. 
 

It ensures that each risk has an owner and that there is a plan how to avoid, 

mitigate, accept or transfer that risk to a third party. The work breakdown 

structure (WBS) document is an essential inputs to this log. 

The management of risk is an essential aspect of any project no matter its 

size and the risk log is the document that tracks those risks throughout the 

projects lifespan. All projects exist in an evolving environment so change is 

almost inevitable and keeping a watchful eye on how each change alters the 

potential risks is imperative. 

 
The initial probability and severity of an identified risk can alter as the 

project progresses and it is vital that someone is assigned the responsibility 

of assessing how the project changes impact a certain risk and informing 

the project manager appropriately. 

 

The risk log is an essential management tool as it helps a project manager 

assess and track the 'influence' a specific change or event will have on the 

overall project objective. Before this document can be created there are 

several key aspects that must be defined as part of the planning process. 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-risklog.htm
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 Firstly, the roles and responsibilities as they apply to both 

potential and possible project risks must be allocated and 

approved. Then a unique ID is given to each risk for tracking and 

planning its mitigation if needed. 

 Secondly, the outlines of the resources, cost and schedule 

baselines must be available so that the minimum and maximum 

requirements of each are known and risk can be properly 

assessed.  

 Thirdly, WBS, associated details and performance measures to 

be used during the project must have been confirmed for risks to 

be accurately gauged. 

The risk log is one of the fundamental risk management documents 

because it records the monitoring of each risk and what action has been 

taken in connection with it at the time of the report being issued. The project 

manager is the overall owner of this document and it will be a standard 

agenda item on any project team meetings. 

 

The risk log will be a key document used during the review of the project 

after its closure. There are likely to be many issues raised as part of risk 

management that will aid more accurate risk estimation and identification for 

future projects. It also helps to appraise what conditions are likely to trigger 

similar risks in other projects so that better plans can be put into place from 

the outset. 

 

Download your own copy of the Risk Log template. 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-risklog.htm
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WBS Dictionary Template 

This Work Breakdown Structure (WBS) Dictionary template enables you to 

identify the complete project requirements and their details for each work 

package. It is an important document because it enables those who are 

responsible for producing a work package to understand the exact scope of 

this work. 

 

This template allows you to identify and define the complete requirements of 

your project, even down to the detail of each work package including its 

unique id, description, its level within the project and who 'owns' this 

package. The owner of a work package can be an individual or an 

organization. 

 

During the stage when you produce your project scope as part of the project 

plan you need to ensure that anyone involved with the project, whether for a 

specific phase, or its whole duration, has the same level of comprehension. 

The definitions included in your dictionary enable each group of people 

within the project team, or the contracted organization, to have a complete 

picture and a common understanding of what a specific work package 

entails.  

 
 

The WBS dictionary will describe in detail what the exact scope of each 

work package is. It will contain definitions of any specialist term, industry 

jargon or acronyms that are used.  

WBS 
Dictionary 
provides a 

Detailed definition & owner of each work 
package 

Definitions of specialist terms 

Explanations of industry jargon 

Definition of acronyms 

Details acceptance & quality criteria for each 
work package 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-wbsdict.htm
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This document plays a vital role in the success of your project because it 

classifies to all individuals involved in your project the planned milestones', 

required resources and estimated cost for each package. It also provides a 

detailed description of each work packages acceptance and quality criteria 

so that all involved known how to define when an item of project work is 

complete. 

 

It also plays a key role in the success of communications throughout the 

project team, stakeholders and third parties, as it is the definitions it 

contains that will be used in the WBS report. This report communicates the 

progress of the project at the work package level stating whether it is on 

schedule, ahead or delayed. It also allow you to manage expectations of the 

various parties involved in a project you will be able to develop and nurture 

their continual support and backing till the project is formally closed and 

handed over to the end user. 

 
Download your own copy of the WBS Dictionary template. 

 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/dldtem/dltmpm-wbsdict.htm
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Free Online Library for Managers 

We have over 500 free eBooks, templates & checklists to help you gain the 

advanced skills you need to become an outstanding leader. The 

management resources are organized into different skills areas:   

 Productivity 

 Leadership 

 Finance 

 Communications 

 Strategy 

 Project Management 

 Coaching 

 People 

 Career Development 

 Meeting 

 Appraisal 

 Sales 

 Marketing 

 Technology 

 Thinking 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/title-list.htm
http://www.free-management-ebooks.com/skills-productivity.htm
http://www.free-management-ebooks.com/skills-leadership.htm
http://www.free-management-ebooks.com/skills-finance.htm
http://www.free-management-ebooks.com/skills-communication.htm
http://www.free-management-ebooks.com/skills-strategy.htm
http://www.free-management-ebooks.com/skills-project.htm
http://www.free-management-ebooks.com/skills-coaching.htm
http://www.free-management-ebooks.com/skills-people.htm
http://www.free-management-ebooks.com/skills-career.htm
http://www.free-management-ebooks.com/skills-meeting.htm
http://www.free-management-ebooks.com/skills-appraisal.htm
http://www.free-management-ebooks.com/skills-sales.htm
http://www.free-management-ebooks.com/skills-marketing.htm
http://www.free-management-ebooks.com/skills-technology.htm
http://www.free-management-ebooks.com/skills-thinking.htm
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Other Free Resources 

The Free Management eBooks website offers you over 500 free resources 

for your own professional development. Our eBooks, Checklists, and 

Templates are designed to help you with the management issues you face 

every day. They can be downloaded in PDF, Kindle, ePub, or Doc formats 

for use on your iPhone, iPad, laptop or desktop. 

eBooks – Our free management eBooks cover everything from accounting 

principles to business strategy. Each one has been written to provide you 

with the practical skills you need to succeed as a management professional. 

Templates – Most of the day-to-day management tasks you need to do 

have already been done by others many times in the past. Our management 

templates will save you from wasting your valuable time re-inventing the 

wheel.  

Checklists – When you are working under pressure or doing a task for the 

first time, it is easy to overlook something or forget to ask a key question. 

These management checklists will help you to break down complex 

management tasks into small controllable steps.   

FME Update – Subscribe to our free regular updates and stay in touch with 

the latest professional development resources we add every month. 

Social Media - Share our free management resources with your friends and 

colleagues by following us on LinkedIn, Facebook, Twitter, Google+, and 

RSS.  

Visit www.free-management-ebooks.com 

 

http://www.free-management-ebooks.com/
http://www.free-management-ebooks.com/subscribe/subscribe.htm
http://www.free-management-ebooks.com/
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