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Process Description:

During the course of any project, it is common for numerous topics, events or concerns to occur
that are of interest to the Project Organization. Issues Management provides the process to
record, assign and track each of these issues to resolution.

Process Purpose:

The purpose of Issues Management is to insure that any concerns recognized during a project are
addressed in a timely manner and do not go unresolved until they become major problems.

Use Criteria:
Issues Management should be used anytime someone in the Project Organization recognizes an
subject matter that may be of interest to the project, something that could effect the project or
may have an influence on some entity beyond project boundaries. These issues may include but
are not limited to...
e New business directions
A change in the scope of the project
New technical directions
A choice between one path over another
A future decision that must be made
e An early alert to a potential problem
These issues may at times become linked to one or more Project Change Request.

Process Flow:

1.0 Document the Potential Project Issue — The Issues Management process begins with the
recognition of a any topic, event or action that is of concern to the Project Organization.
The most common source of these issues is from the Status Reports of Project Team
members. When an issue is recognized, the Project Manager should document a general
description of the issue, the potential impact of the issues and any suggested resolution for
the issue.

2.0 Assign Ownership of the Issue - Ownership of the issue should be assigned to the most
likely individual who can effectively resolve this issue. Ownership may be to a team
member who will investigate the issue or it may be given to a business executive to resolve.
If there is any confusion about the ownership of a specific issues, it should be assigned by
the Project Owner. The date of assignment and any needed resolution date should also be
identified.
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3.0 Document Resolution — When the issue is resolved, a description of the resolution and date
of closure should be documented.

Glossary:

Project Issues Log — A list of topics, events or concerns recognized by the Project Team during a
project. This log is comprised of a description of the issue, a date the issue is first recognized,
the possible impact of the issue on the project, the suggested action that will resolve the issue,
who is assigned to resolve the issue and the date the issue is resolved.

Templates and Tools:
A Project Issues Log has been attached for use. A summary of these issues may also be captured
by the Project Manager with links to each individual issues information.
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PROJECT ISSUES LOG

Project Name: Project ID:

Project Manager: Date: Issue ID:

Description of the issue:

Potential impact of the issue:

Potential resolution(s) for the issue:

Ownership of issue: Date Assigned: Date Resolution Needed:
Resolution:
Resolution Date: Current Status: Link to Change Request:

Approval Information/Comments/Authorizations:




