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Purpose
To advise the next higher level of management (usually the Project Board) of a forecast that a plan will exceed the tolerance levels set, and provide an analysis and options for the way forward. An Exception Report will normally result in the Project Board asking the Project Manager to produce an Exception Plan.
Contents
This document covers the items listed below and represents the minimum content recommended under PRINCE2.
	Topic
	See Page

	Deviation
	

	Options
	

	Recommendation
	


1.  Deviation
Details of the forecast deviation based on the items listed below

· Cause of the Deviation

· Consequence of the Deviation

2.  Available Options
Identification and description of a range of options being considered to address the forecast exception and move the project back below agreed tolerances

3.  For each option:-
A brief, focussed analysis of the identified options based on the items listed below
· Description

· Action Type
· Effect of each Option:-

- On the Business Case

- On the Risks

- On Project tolerances

- On Stage tolerances

4.  Recommendation
Based on the analysis of options, the project manager should make a firm recommendation for a preferred option

5.  Quality Criteria
When assessing ‘fitness for purpose’ the following criteria should be considered:

· The current Stage Plan must accurately show the status of budget and schedule

· The reason(s) for the deviation must be stated
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