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[bookmark: _Toc243219597]What is Issue Management?
The issue management is employed to track environmental, cultural, technical, and project-specific concerns that exist or may be encountered by the project. Issues are conditions that must be acknowledge and addressed, unlike risk, which may not occur.  Issues normally fall into one of two categories: management reporting and problem tracking. For management reporting, the plan is used to raise awareness of the project steering committee members. For problem tracking, the plan is shared with team members to ensure a consistent understanding of project issues and how they are being addressed.   Issues are conditions and concerns that must be dealt with, unlike risks, which may or may not occur.  

[bookmark: _Toc243219598]How are issues generated?
Issues are generated by things like unmediated disputes, unaddressed concerns, and unresolved decision-making. Issues arise in all phases and will impact the project if not addressed. While most issues will be completely resolved through the Issue Management process, some may progress through the Change Management process if their resolution impacts the project's charter. 

[bookmark: _Toc243219599]When and how are issues identified?
A goal of this project is to identify issues as soon as they arise and to resolve them.  All project team members are to raise issues inside and outside of their areas of specific responsibility when they become aware of them.

The issue management goals and approach for this project include:
· monitoring for the identification of issues 
· documentation of low and medium impact issues via periodic status reports to project sponsor and project steering committee and recording in the issue log
· documentation of high impact issues using the issue log and immediate report to project sponsor and project steering committee

The project will use the following categories to manage issues:
· Low impact (no project delay but needs resolution) – document in status report, assign to project manager for resolution
· Medium impact (some project delay, but progress can continue) – document in status report, assign to project manager for resolution
· High impact (significant project delay or show-stopper) – document and track in issue

[bookmark: _Toc243219600]The Issue Management Process 

	Process
	Role

	Report Issue to Project Manager
	Issue Originator

	Review issue and assign category 
	Project Manager

	Record in issue log and track low and medium impact issues in the status report and report high impact issues to the Project Steering Committee and Project Sponsor
	Project Manager

	Approve and/or recommend solution
	Project Steering and/or Sponsor

	Assign resolution to project team member
	Project Manager

	Implement resolution
	Project Team Member

	Monitor the resolution
	Project Manager

	Record the action taken to resolve the issue when closing a resolved issue
	Project Manager




[bookmark: _Toc243219601]Issue Management Roles and Responsibilities

	Role
	Responsibilities

	Project manager
	· assess and record any issue
· assign a category to the issue 
· assign a resolution due date for the issue and the person responsible to resolve it 
· monitor the status of issue resolution
· escalate high impact issues 
· communicate issues to the project team and others 
· report issue management activity according to communications plan
· manage the issue tracking log

	Project team member
	· implement resolution

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Project Steering and/or Sponsor (Change Control Committee)
	· resolve or to provide guidance to resolve issues escalated to them




[bookmark: _Toc243219602]Issue Log
Each issue will be recorded and tracked in the Project Issue Log (copy shown below).

	Issue Log

	No
	Issue Title
	Impact
	Priority
	Open Date 
	Open By
	Asgn'd To
	Due Date
	Resolved By
	Resolution
	Close Date
	Status

	1
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 





[bookmark: _Toc243219603]Project Archives
Where will the signed change requests be kept?



[bookmark: _Toc243219604]Signatures for Issue Management Plan Approval


______________________________________________________
Signature of Sponsor

______________________________________________________
Printed name of Sponsor

______________________________________________________
Date



______________________________________________________
Signature of project manager

______________________________________________________
Printed name of project manager

______________________________________________________
Date
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