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EXCEPTION REPORT
Purpose

An Exception report is produced when costs and / or timescales for an approved Stage Plan are forecast to exceed the tolerance level set.  

Audience

Project Board, Project Manager, Project Team, and other interested parties as needed
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Project Manager
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Project Executive, for the Project Board
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Exception Deviation

Description of the deviation (which tolerance in which stage) and a possible cause.  Also describe the consequences of the deviation on the stage and the overall project.

1. Exception Plan Options

Describe each option in terms of:

· What action to take

· Impact on Business Case

· Impact on Risks

· Impact on Project and Stage Tolerances

1.1 Option 1

1.2 Option 2

2. Business Case Outlook

Performance against the business case

Highlight changes or issues

3. Project Plan Outlook

Performance against the project plan - 

4. Exception Recommendation

Recommded action to take to deal with this deviation from plan

5. Appendices

Last Highlight Report

Issue Causing Exception (if required)

Risk Causing Exception (if required)
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