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Issue Submission form
	Issue Originator
	Issue Type
	Allocated Issue Number

	Programme Name
	
	· General Issue

· Request for Change

· Off-Specification

· Biz Process Improvement
	Project Office use only

	Project Name
	
	
	

	Originator
	
	
	

	Contact Phone
	
	
	

	Originator Title
	
	
	

	Originator Date
	
	
	


Part A: Situation Description
	Description
	Priority

	
	· Critical

· High

· Medium

· Low


Part B: Impact Analysis
	Impact
	Analysis

	On Business
	

	On Technical
	

	On Client
	

	Time / Effort
	

	Cost
	

	Quality
	

	Doing Nothing
	What is the impact of not resolving this issue?


Part C: Issue Resolution Alternatives and Recommendation
	Course of Action
	Title
	Impact

	Option 1 - Do Nothing
	Do Nothing
	(see part B)

	Option 2 - Most Likely
	
	

	Option 3
	
	

	Option 4 - Most Dangerous
	
	


	Recommendation
	Reasoning
	Assigned To

	· Option 1 - Do Nothing
· Option 2 - Most Likely

· Option 3

· Option 4 - Most Dangerous
	
	· 


Part D: Approval
	Originator Sign Off
	Project Manager Sign Off

	
	· Approved

· Approved with Changes
· More Information Required
· Rejected
	

	Name/Title
	
	Name
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