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 1  Document properties

 1.1  Background

This document is the Exception Report as according to PRINCE 2. It is intended to advise the next higher level of management of a forecast that a plan will exceed the tolerance levels set, and provide an analysis and options for the way forward. It is usually sent by a Project Manager to the Project Board, but may also be sent by a Team Manager to the Project Manager.

 1.2  Revision history

Below is the history of the document. The columns show the document version, the version date, a short description of the corresponding version, along with the name of the responsible person.

Table 1: Document history

Revision
Date
Description
Responsible

Draft
2009-01-16
Initial draft
KS

2009-02-16
2009-02-16
License and QA mods
KS

 1.3  Approvals

<The person signing this document should either be the representative for the Board, or in the case of the project being an external project, the Customer.>

This document requires the following approvals. Signed approval forms are filed in the project files.

Table 2: Approvals.

Name
Title
Signature
Date of issue
Version







 2  Report details

 2.1  Deviation

 2.1.1  Cause

<Describe the cause of the deviation>

 2.1.2  Consequences

<Describe the consequences of the deviation>

 2.2  Available option #1

 2.2.1  Description

<Describe the options available>

 2.2.2  Action type

<Describe the action types  to be taken>

 2.3  Effect of option #1

 2.3.1  Business case

<Option #1’s effect on the Business case>

 2.3.2  Risk

<Option #1’s effect on the Risks>

 2.3.3  Project Tolerances

<Option #1’s effect on the Project Tolerances>

 2.3.4  Stage Tolerances

<Option #1’s effect on the Stage Tolerances>

 2.4  Recommendation

<Describe the recommendations from the sender of the report>
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