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Issue Submission Form

Introduction

This tool is used to capture initial issue information as presented to the project team.

Field Definitions and Requirements
	Issue Number
	Unique identifier (or reference number) assigned to each issue

	Issue Name or Title
	A short title or name for the issue based on its description

	Date Submitted
	Date that the issue was presented to the project team

	Submitted By
	The name and contact phone number of the individual who originated the issue

	Captured By
	The name and contact phone number of the individual who captured the information in this form

	Project Phase Affected
	The phase of the project that is most likely affected by this issue

	Issue Type
	The type of issue (select only one of the following: problem, question, concern, potential risk, or potential change)

	Issue Description
	A brief description of the issue (capture enough information to allow for appropriate prioritization, categorization, and analysis)

	Issue Priority
	Select only one of the following: high, medium, low, or informational

	Level of Authority
	The appropriate level at which the issue should be addressed (select only one)

	Issue Category
	The category under which the issue should be grouped, as defined in the Issues Management Plan 


Issue Submission Form

Issue Number: _____

Issue Name or Title: ___________________________________

Date Submitted: 


Submitted By:
Name:



Phone Number:

Captured By: 
Name:



Phone Number:

Project Phase Affected:

Issue Type: (Select One)

 FORMCHECKBOX 
 Problem
 FORMCHECKBOX 
 Question
 FORMCHECKBOX 
 Concern
 FORMCHECKBOX 
 Potential Risk
 FORMCHECKBOX 
 Potential Change

Issue Description:
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Issue Priority: (Select One)


Level of Authority: (Select One)

 FORMCHECKBOX 
 High





 FORMCHECKBOX 
 Project Board

 FORMCHECKBOX 
 Medium





 FORMCHECKBOX 
 Project Director

 FORMCHECKBOX 
 Low






 FORMCHECKBOX 
 Project Manager/Project Office

 FORMCHECKBOX 
 Informational




 FORMCHECKBOX 
 Team Lead

 FORMCHECKBOX 
 Project Controller

Issue Category:

(Enter brief description)








© 2004 Deloitte Consulting
1
ToolAttach_IssueSubmissionForm.doc

