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Describe the Problem:

How was the Problem discovered? 

What is the impact and or cost of 
the problem? 

What type of issue is it? 

What steps (if any) have been taken 
to solve the problem? Is this just a 
temporary fix? Are there further 
steps required in resolving the 
issue that caused you to complete 
this form? 

Problem 1 Problem 2 Problem 3
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- Product -

Describe how the product 
is causing issues

What is your estimate in what it will 
cost to replace the product? 

What is your estimate in time to do 
the work necessary to replace 
the product? 

Is the cost of money and time 
worth the investment to have the 
product working? 

Product 1
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- Process -

What process or processes are 
causing the problem? 

How was the Problem discovered? 

What needs to change in the 
process to resolve the Problem? 

Who all is impacted by the 
Process Problem? 

Who all needs to be involved in 
fixing the Problem? 

How much time and energy 
will be required to resolve the 
Process Problem? 

What system changes, 
documentation, and training will be 
involved with the changes? 

What system owners or other 
parties will be required or should 
be involved? 

Are there Change Management 
processes that need to be followed?

Process 1



PERSON 2 PERSON 3- People -

Why do you believe this is a 
People Problem? 

Do you believe the Person has 
been properly trained and setup 
for success? 

Has the Person been properly 
coached about the Problem? 

What (if any) Feelings are created 
by this problem? 

What (if any) Fears are created by 
this Problem? 

What are the Facts that exist about 
this Problem? 

What frustrations are being caused 
by this Problem? 

Are there any questions that 
anyone involved needs to have 
answered? 

What is the Goal / Outcome desired?

(This section can be filled out during a conversation with the parties involved. Do your best to complete each section for each person.)

Person 1
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