PRINCE2 Issue Management Document
Project Name
Project ID         
Issue ID: ISS-00 [Sequential Number]

1. General Information
Project Title: 
Prepared by: 
Date / Issue Number: 

2. Issue Background
· Issue Type (tick one): 
Technical / Project Planning / Resources / Funding / Procedural / Personnel / Other
· Date Identified: __________   Date Resolution Required: __________
· Proposed Assignee: 
· Attachments: Yes / No

3. Issue Description
Guidance: One clear paragraph – be factual.

4. Potential Impact (if not resolved)
Guidance: Quantify where possible (cost, delay, reputation).

5. Issue Assignment
Action Assigned To: 
Project Manager Signature: ________________________ Date: ________

6. Issue Resolution Alternatives and Recommendation
· Alternatives (list 2–3 options)
· Recommendation & Rationale
· Estimate of Additional Effort (resources & cost)

Signature of Person Recommending: ________________________ Date: ________

7. Management Action

___ Approve   
___ Approved with changes  
___ Defer   
___ Need more info   
___ Disapprove

Recommended Action Assigned to: 
Date Resolution Required: 

8. Approval Signatures
Name & Title ________________________ Signature ________________ Date ______
