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Issue Resolution Process Template

What is Issue Resolution Process Template?

The Issue Resolution Process (IRP) template is a structured approach used by organizations to
manage and resolve issues or problems that arise during the operation of their business
processes, systems, or services. The IRP template provides a clear framework for identifying,
analyzing, prioritizing, and resolving issues in an efficient and effective manner.

A typical Issue Resolution Process Template may include the following steps:

1. Issue Identification: Identify the issue or problem that needs to be resolved. This step
involves gathering information about the issue, such as its symptoms, impact, and
urgency.

2. Initial Assessment: Conduct an initial assessment of the issue to determine its scope,
complexity, and potential solutions.

3. Root Cause Analysis (RCA): Perform a thorough analysis to identify the root cause(s)
of the issue. This step helps to understand the underlying reasons behind the problem.

4. Prioritization: Prioritize the issues based on their severity, impact, and urgency. This
ensures that the most critical issues are addressed first.

5. Solution Development: Develop potential solutions or alternatives to resolve the issue.
These solutions should be evaluated based on factors such as feasibility, cost, and
effectiveness.

6. Solution Implementation: Implement the chosen solution(s) to resolve the issue.

7. Verification and Testing: Verify that the implemented solution has resolved the issue
and perform necessary testing to ensure its effectiveness.

8. Lessons Learned: Document lessons learned from the issue resolution process,
including what worked well and what did not. This helps to improve future issue
resolution processes.

The IRP template can be applied to various types of issues, such as:

e Technical problems with systems or equipment
» Process inefficiencies or bottlenecks

e Customer complaints or dissatisfaction

e Regulatory or compliance issues

e Quality control or assurance issues

By following a structured Issue Resolution Process Template, organizations can improve their
ability to resolve issues quickly and effectively, reduce downtime, minimize costs, and enhance
customer satisfaction.

problem, identification, root, cause, analysis, solution, development, verification, testing, lessons,
learned, quality, compliance, regulatory, technical, customeratisfaction
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Issue Resolution Process

Purpose

The purpose of this document is to outline the process for identifying, reporting, and
resolving issues within our organization.

Scope

This process applies to all team members and covers all types of issues that may arise
during the course of operations.

Definitions

e Issue: Any event or condition that has a negative impact on the project or work
environment.

* Reporter: The person who identifies and reports the issue.

e Assignee: The person or team responsible for resolving the issue.

Process Steps

1. Identification

e Any team member who identifies an issue should document it with as much detail
as possible.

2. Reporting

e The issue should be reported by creating a new entry in the issue tracking system.
e The report should include:

o A clear, concise title

o A detailed description of the issue

o Any relevant screenshots or supporting documents

o The severity and impact of the issue

3. Triage

e The project manager will review the issue and determine its priority and assignee.
e The assignee will be notified of the issue and expected resolution time.

4. Resolution

e The assignee investigates the issue and proposes a solution.
e The solution is implemented and tested to ensure the issue is resolved.

5. Verification

e The reporter verifies that the issue has been resolved to their satisfaction.
e |f the issue is not resolved, it goes back to the resolution step.
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6. Closure

e Once verified, the issue is marked as resolved in the tracking system.
e A resolution summary is documented for future reference.

Roles and Responsibilities

» Reporter: Responsible for identifying and reporting issues.
* Project Manager: Responsible for triage and assigning issues.
* Assignee: Responsible for resolving the issue.

Documentation

All issues and their resolutions should be documented in the issue tracking system for
accountability and future reference.

Review

This process should be reviewed periodically to ensure its effectiveness and updated as
necessary.

Export as PDF

Related:

* Project management

External links:

e Issue Resolution Template - For Customer Service Teams —meegle.com
o This Issue Resolution Template breaks down the core components of the process,
providing insights into creating a seamless pipeline from the emergence of an
issue to its resolution.
* |ssue Management Process Template for Project Managers —projectmanagers.net
o Navigate project issues smoothly with our Issue Management Process Template,
designed for project managers to resolve challenges efficiently.
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