
Issues Resolution Worksheet


This worksheet provides a detailed data sheet for a single issue under consideration.

	General Information Section

	Project Name/ID:
	
	Date:
	

	Category:
	
	Request Type:
	

	Originator:
	
	Telephone:
	

	Issue Description:
	


	Logging Information Section (Administrator's Use Only)

	Issue ID:
	
	Date Opened:
	

	Issue Name:
	
	Date Closed:
	

	Severity Level:
	
	Approval Level:
	


	Information Section

	Assigned To:
	
	Due Date:
	

	Resolution:
	

	Resources:
	
	Estimated Hours:
	

	Estimated Implementation Time:
	
	Estimated Cost:
	$

	Estimated Completion Date:
	
	Estimated Benefit:
	$


	Authorization and Completion Section

	Issue Status:
	[   ] Accepted
	Date Approved:
	

	To activate box, click twice, select checked
	[   ] Rejected
	Date Due:
	

	
	[   ] Deferred
	Date Completed:
	


	Signatures

	Project Manager:
	
	Date:
	

	Stakeholder:
	
	Date:
	

	Other:
	
	Date:
	


	Severity Level
	Approval Level Required

	1 = Fundamental

2 = Major importance

3 = Beneficial

4 = Not required

5 = Management issue
	1 = Team leader

2 = Project Manager

3 = Issue Resolution Team

4 = Other management (specify)
	Attach additional pages if needed. Forward to Project Manger.
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