ESCALATION PROCESS - ISSUE DOCUMENT
TEMPLATE

Project Approval and Oversight — Issue Document Standard

Project Approval and Oversight — Issue Document Standard

Issue: One or two sentences that clearly define the issue
Background: A brief paragraph that puts the issue into context
Impact:

The impact of following or not following the recommendation(s)
Examples:

Mandate will not be met

The systems may fail

Project expenses will rise due to ...

Functionality may change

Project expenses will fall due to ...

Recommendation(s): Each issue must include a recommendation that describe activities the

project/department must do to address the issue(s).
Examples

. Suspend the project until (stated) conditions are met
Cancel project

Hire qualified project manager

Hire qualified vendor

Secure additional funding

Activities-to-date: Describe the project activities to date, e.g., communication to the project

regarding the issue(s), chronology of events that led to the escalation.

Action Plan with
Effective Date:

Action Taken with . .
Effective Date: What action(s) were taken on the issue?

What the action plan to resolve the issue?
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