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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.

[bookmark: _Toc449514391]Introduction
In the Introduction section of the Issue Management Plan, describe how issue management will be performed throughout the lifecycle of the project. The high-level approach should introduce the methodology for issue identification, analysis, resolution, tracking and escalation. Reference the CA-PMF Planning Chapter, Issue Management section for additional information regarding managing issues.

[bookmark: _Toc449514392]Roles and Responsibilities
[In the Roles and Responsibilities section of your Issue Management Plan, identify who, their role, and the corresponding responsibility for each Issue Management related activity.  Reference the Planning Chapter, Issue Management section in the CA-PMF for additional information regarding issue roles and responsibilities.]
	[bookmark: _Toc448929958][bookmark: _Toc448933970]Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	




[bookmark: _Toc449514393]Issue Identification
[bookmark: _Toc448929959][bookmark: _Toc448933971] [For the Issue Identification section of your Issue Management Plan, describe the methods for identifying and recording issues including the use of an Issue Log.  The Issue Log should consist of the following attributes. 
ID # - Enter a unique identifier used to reference the issue.
Issue Title – Enter the issue title that will appear on issue reports. It should be brief but also convey the issue implications.
Issue Statement or Description –Enter an issue description that contains enough detail to provide project Stakeholders with an understanding of the issue and its impact to the project.
Date Issue Identified – Enter the date the issue was added to the issue log. 
Issue Originator – Enter the person(s) who identified the issue.
Impact Rating – Enter the issue’s impact to the project.  In the sample table below, the project has defined impact ratings as High, Medium, or Low and provided a definition for each. ] 


	Issue Identification

	ID#
	Issue Title
	Issue Statement or Description
	Date Issue Identified
	Issue Originator
	Impact Rating

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[bookmark: _Toc449514394]Issue Analysis
[For the Issue Analysis section of your Issue Management Plan, describe the steps involved in conducting analysis of identified issues. Reference the Planning Chapter, Issue Management section in the CA-PMF for additional information regarding issue analysis.]





[bookmark: _Toc449514395]Issue Resolution and Escalation
[Describe how issues are resolved.  The process should begin with assigning an owner to the issue who is responsible for managing the issue resolution activities until the issue is resolved.  Include steps for escalating an unresolved issue. An issue log can assist with this process for recording the issue owner, date the issue was assigned and the issue resolution description. Reference the Planning Chapter, Issue Management section in the CA-PMF for additional information regarding issue resolution.
Attribute descriptions are provided to help understand usage.
Issue Owner - Enter the name of the person assigned to resolve the issue.
Date Assigned – Enter the date that the Issue Owner was assigned.
Issue Resolution Description – Enter a description of the plan for resolving the issue. 















	Issue Identification
	Issue Resolution

	ID #
	Issue Title
	Issue Statement or Description
	Date Issue Identified
	Issue Originator
	Impact Rating
	Issue Originator
	Date Assigned
	Issue Resolution Description
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[bookmark: _Toc449514396]Issue Control, Tracking, and Reporting
[Describe the approach to controlling issues including the efforts to monitor the status and progress of open issues.  Suggested status entries include the following, but others could be added based upon project needs.
Issue Status – a notation regarding the current state of the issue.  Enter the name of the person assigned to resolve the issue.
· Logged – the issue has been acknowledged and added to the Issue Log
· Assigned – the issue has been assigned to an owner for resolution 
· Implementing – A resolution plan has been developed and is being implemented
· Completed – the resolution plan has been completed 
· Closed –  the issue has been closed

Issue Closure Date – Enter the date that the issue was closed.
Issue Resolution Description – Enter a description of the plan for resolving the issue if not already entered. 
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	Issue Identification
	Issue Resolution
	Issue Control

	ID #
	Issue Title
	Issue Statement or Description
	Date Issue Identified
	Issue Originator
	Impact Rating
	Issue Owner
	Date Assigned
	Issue Resolution Description
	Issue Status
	Issue Closure Date

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



