

[Insert Project Name]
[bookmark: _3211c1whdxhu]Issue Report/Change Request 
[bookmark: _fc2pwy2f1c01] [IssueID from Issue Register]

	Project Details

	Program Name
	

	Project Name
	

	Date raised
	

	Release
	

	Raised by
	

	Organisation
	

	Risk ID: Title
	[Was the issue identified at a risk and added to the Risk Register?]

	Issue type
	Change request - a request for change to a project baseline (time, scope, scope, quality, risk)
Issue (a problem the project team needs help with as is being raised for a decision/s, resourcing or outside support)
Off-specification (reduced or extra feature/functionality)
Problems - dealt with by the project team via the Issue Register and so do not require and issue report.  Problems will be elevated to issues of the team is unable to address them and needs help.

	Issue report author
	Usually Project Manager and/or Team Manager

	Template version
	V2.0




	Quality Check

	1
	The issue/change request stated is clear and unambiguous

	2
	A thorough impact analysis has been carried out

	3
	All options and implications have been considered

	4
	The issue/change request has been examined for its impact on the project tolerances

	5
	The issue/change request has been correctly registered on the Issue Register

	6
	Decisions and their action steps are accurately and unambiguously described

	7
	Actions/tasks have been defined, assigned and have target dates

	8
	Actions/tasks have been completed and dates recorded

	9
	An assessment of the outcome of the issue/change decision has been completed









1. [bookmark: _guuxml79frzs]Issue/Change introduction
[Describe the issue in terms of its cause and impact. What was the derivation/cause of the issue/change request? Was the issue previously identified as a risk? ]
2. [bookmark: _s1vv4khou9eb]Impact analysis
[How will this issue/change impact the project, how much will it cost, who will be affected. The impact rating provided is recorded in the issue log to calculate the priority]

	Rating
	Criteria

	3
	High - will require exception plan and corporate approval

	2
	Medium - will require exception plan and project board approval

	1
	Low - no exception plan needed, falls within project/change budget


3. [bookmark: _slnb46axgu43]Urgency
[When should this issue/change be addressed?  Are there any critical deadlines? The impact rating provided is recorded in the issue log to calculate the priority.]

	Rating
	Criteria

	3
	High - Must be actioned within the current/next stage

	2
	Medium - should be be completed within the project/programme schedule

	1
	Low - can be delayed until a later project


4. [bookmark: _2epcfhjbk58x]Issue/change request solution options
	[Define one or more solution options for this issue]
[bookmark: _po7qriv85tmx]Option 1: [title]
	[Description this option and analyse the impacts below]
	Option 1: [Description] (do nothing]

	Benefits
	


	Scope
	


	Time
	



	Costs
	



	Quality

	

	Risk
	



[bookmark: _4fqg7e9dgw3u]Option 2: [title]
	[Description this option and analyse the impacts below]

	Option 2 [Description] (some change)

	Benefits
	


	Scope
	


	Time
	



	Costs
	



	Quality

	

	Risk
	



[bookmark: _aqsfi0bb9o35]Option 3: [title]
	[Description this option and analyse the impacts below]

	Option 3: [Description] (full change)

	Benefits
	


	Scope
	


	Time
	



	Costs
	



	Quality

	

	Risk
	




5. [bookmark: _nyyzw8w7ablw]Recommendation
[Outline the project manager’s recommendation and rationale, which may be underpinned by other project stakeholders who should be mentioned]
6. [bookmark: _mo5k3b5ew1k9]Decision
	Decision
	Accept + option selected
Reject
Defer
Grant concession (off specification)

	Approved by
	

	Decision date
	202y/mm/dd


7. [bookmark: _nomydfdfgvke]Action plan
[narrative for the action plan]

	ID
	Task
	Responsible
	Target date
	Competed

	IssueID-T01
	Update project management products
	Project Mgr
	202y/mm/dd
	

	IssueID-T02
	Update business case
	Executive
	202y/mm/dd
	

	IssueID-T03
	Update acceptance criteria
	Senior User
	202y/mm/dd
	

	IssueID-T04
	
	
	
	


8. [bookmark: _d89upmfrod3k]Issue close assessment
	[Solution and actions performed for the approved solution option]
	
	Impacts

	Benefits
	


	Scope
	


	Time
	


	Costs
	


	Quality

	

	Risk
	


	Other
	[Lessons, project organization, performance, subcontractors, suppliers, contractual obligations, other interrelated projects, etc.]


9. [bookmark: _3qmw09j2vkyi]Appendix A: Issue/change request revisions
[bookmark: _p1bktoawi83d]Revision History
	Ver
	Date
	Changes
	Name (Role)

	V1.0
	2021/11/09
	Template creation
	Greg Robins

	
	202y/mm/dd
	
	

	Final
	202y/mm/dd
	Issue closed
	


[bookmark: _ntlqsxcny3d2]Approvals received
	Ver
	Date
	Name (Role)
	Comments

	
	202y/mm/dd
	
	

	
	202y/mm/dd
	
	

	Final
	202y/mm/dd
	
	Issue closed


[bookmark: _t3t8s0u1bazn]Distribution List
	Name (Role)
	Medium/location
	Date

	
	
	202y/mm/dd

	
	
	202y/mm/dd
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