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	Exception Report -ExR


	Project Title
	Project Title

	Workstream
	Workstream 

	Programme
	XXXX

	Project Owner
	XXXX

	Document Author
	

	Business Lead
	

	Project Manager
	

	Project Priority
	

	Project Budget
	


	Document Purpose

	The purpose of this document is … 



Guidance: Use the Microsoft Word document properties to enter the project data such as Project Name, Customer Name, Security Classification and Author.  The paragraphs starting with “Guidance:” should all be deleted when completing this document.
Document History and Approval 
	Version No
	Version Date
	Changes
	Distribution

	V0.1
	
	
	

	V0.2
	
	
	

	
	
	
	


This document has been developed and issued to:

Approvals

	Name
	Organisation
	Role
	Date

	Produced by
	
	
	
	

	Reviewed by
	
	
	
	

	Approved by
	
	
	
	


This document has been approved by:
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41.
The exception


42.
Analysis of the exception


43.
Decision


54.
Lessons




1. The exception
	Objective
	Target
	Tolerance
	Actual or forecast
	In exception?

	Time
	
	
	
	Yes/No

	Cost
	
	
	
	Yes/No

	Scope
	
	
	
	Yes/No

	Quality
	
	
	
	Yes/No

	Benefits
	
	
	
	Yes/No

	Risk
	
	
	
	Yes/No


2. Analysis of the exception

	Cause
	Guidance: A description of the cause of a deviation from the current plan.

	Consequences
	Guidance: What the implications are if the deviation is not addressed for: the project, Corporate or programme management

	Options
	Guidance: What are the options that are available to address the deviation and what would the effect of each option be on the Business Case, risks and tolerances?

	Recommendation
	Guidance: Of the available options, what is the recommendation, and why?


3. Decision

	Decision
	Guidance: e.g. premature closure, exception plan required, tolerances increased

	Approved by
	

	Decision date
	


4. Lessons

	For the project
	Guidance: What can be learned from the exception, on this project or future projects?

	For other projects
	Guidance: What can be learned from the exception, on this project or future projects?


Appendix A. Supporting Information

Appendix B. Acknowledgements

This template is derived from the PRINCE2® 2009 method.  PRINCE2® is a Registered Trade Mark of the Office of Government Commerce in the United Kingdom and other countries.

Guidance: The following additional acknowledgements are provided should the text in the document created from this template require them. 
MSP® is a Trade Mark of the Office of Government Commerce.

M_o_R® is a Registered Trade Mark of the Office of Government Commerce in the United Kingdom and other countries.

ITIL® is a Registered Trade Mark of the Office of Government Commerce in the United Kingdom and other countries.

P3M3™ is a Trade Mark of the Office of Government Commerce.

P3O® is a Registered Trade Mark of the Office of Government Commerce.
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