Exception Report
insert project name
Date: 


EXCEPTION REPORT

	Project name
	insert project name


	Release
	Draft/Final

Date:




	PRINCE2
	


	Author:


	

	Owner:


	

	Client:


	

	Document Number:


	


	
	


Document History

	Document Location
	This document is only valid on the day it was printed.

The source of the document will be found in the Control section of the xxx stage file.


	Revision History
	Date of next revision:



	Version Number
	Revision date
	Previous revision date
	Summary of Changes
	Changes marked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Approvals
	This document requires the following approvals.

Signed approval forms are filed in the project files.


	Name
	Signature
	Title
	Date of Issue
	Version

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Distribution
	This document has been distributed to:


	Name
	Title
	Date of Issue
	Version

	
	
	
	


Purpose

	Purpose
	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.


	Contents
	This publication contains the following topics:


	Topic
	See Page

	Deviation
	

	Available Options
	

	Recommendation
	


Deviation

	Cause of the deviation
	


	Consequences of the deviation
	


Available Options

For each available option:

	Description
	


	Action Type
	


	Effect of each option 
	

	
	On the Business Case

	
	On the risks

	
	On the project tolerances

	
	On the stage tolerances


Recommendation

	


1
2
Page


