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	Report quality criteria
	Project assurance and/or the project manager or project support might check the following:
· Has the report been prepared close to the time the exception was forecast?
· The information is objective and accurate
· Evidence of the deviation can be found that the project manager does not have authority to decide appropriate actions
· The report is consistent with approved stage or project plan.
· The impact on the business case has been considered
· Options have been analysed and the recommended option demonstrates the best value way forward.




Exception Title
(Includes an overview of the problem area)
Cause of the deviation or problem

(Will relate to the issue type)
Consequences

(What the implications are for; The stage, the project and Corporate or Programme Management)
Options

(What can be done to address the situation and what would the effect of each option be on the Business Case, risks and tolerances)
Recommendation

(The project manager’s recommendation, and why?)

Lessons

(What can be learned, during this project or future projects)
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