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1. Purpose of Document
<Recommended text:>
This Issue Management Plan outlines the issue management approach for <insert name of project> It provides standard terminology, clear roles and responsibilities, a detailed description of the approved issue management process, and the standard templates used in that process. It is designed to guide the project team and stakeholders.

2. Definition of Issue Management
<This section provides the definition of issue management.>
3. Objectives of Issue Management
<This section provides the goal and objectives of issue management.>
4. Terms, Acronyms and Abbreviations
<This section informs readers where they can access definitions for the terms, acronyms and abbreviations used in this document>
5. Issue Management Methods
<This section outlines issue management methods to be used on the project for each step of the issue management process.>
5.1 Issue Identification

<This sub-section identifies the activities the team will undertake to identify issues.>
5.2 Issue Analysis

<This sub-section identifies how the team will analyze issues. Use the following table to define different impact levels.>
	Impact Type
	High Impact
	Medium Impact
	Low Impact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.3 Issue Response

<This sub-section specifies the activities needed to effectively respond to major issues.>
5.4 Issue Tracking and Reporting

<This sub-section outlines how issues will be tracked and reported.>
6. Issue Management Process

<This section outlines the issue management process for the project including how an issue is identified, analyzed, logged, tracked, and reported. It includes a process map (diagram outlining steps) and a process narrative (text describing each step).>
6.1 Issue Management Process Map
<Insert process map depicting issue management process for the project.>
6.2 Issue Management Process Narrative

<The steps in the above change control process are listed and described in the table below.>

	Step Number
	Responsible
	Action

	1. Analyze Issue

	
	
	

	
	
	

	
	
	

	2. Plan Response to Issue

	
	
	

	
	
	

	
	
	

	
	
	

	3. Respond to Issue

	
	
	

	
	
	

	
	
	

	
	
	


7. Roles and Responsibilities

<This section outlines roles and responsibilities for those involved in the issue management process. They must be consistent with the process provided above.>
	Role
	Responsibilities

	
	

	
	

	
	

	
	

	
	


Appendix A: Issue Identification Form

Appendix B: Issue Analysis Form

Appendix C: 
· Issues Log
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