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Module 17

Lesson 1
The Progress Practice

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Progress Practice Learning Outcomes - 1

Explain the Describe the key relationships between
purpose of the progress practice || the progress practice and the principles

Understand the PRINCE2 progress practice and how it is applied throughout the project

Explain the purpose of the key management " Checkpoint report ‘
products required to support the progress practice: § Highlight report ‘

» Endstage report = Lessonsreport = Exceptionreport = Dailylog

* Projectlog = Lessonsregister = PID: data management

Define key Forecast
concepts related Tolerance
to the progress Exception
practice: Event and time-driven controls

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 3



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

Progress Practice Learning Outcomes - 2

Describe »= Tolerances for progress control ‘

the guidance for effective
(MELEGE G R G CS (=  Types of control

» Reviewing progress and lessons = Reporting progress and lessons ‘

* Dailylog = PID:datamanagement = Forecasting = Escalating

» Use of data and systems in
progress management

Describe the PRINCE2 technique
for the progress practice

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Progress Practice Learning Outcomes - 2

_ Understand how to apply and tailor relevant
aspects of PRINCE2 practices in context

Apply the PRINCE2 progress practice, demonstrating an understanding of:

a) the key management products required to support the progress practice

» Dailylog = Lessonslog = Lessonsreport = End stage report

= Endprojectreport = Checkpointreport = Highlight report = Exception
report
b) The areas of focus for § Analyse whether an approach to applying -
key roles associated with the progress practice is effective and fit " PID: data
the progress practice for purpose, taking into consideration: ENEL S E
c) Effective The PRINCE2 principles, and the effective management

management and and associated techniques of the practice, and tailoring
associated techniques to the project’s environment & context

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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What you will learn

Explore and understand the
purpose of the progress practice

know and understand key
concepts relating to progress

know and understand the documents
used for progress control

Understand the PRINCE2 technique
for progress management

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

The progress practice - Module 17
By the end of Module 17, you will understand:

e N\ ™
progress control and management earned value management
management levels and tolerances peer reviews
tolerancelayers burn charts
types of progress control retrospectives
reviewing progress and lessons kanban
reporting progress and lessons applying progress practice
capturing lessons and forecasting delivery methods
forecasting progress and exceptions sustainability and scale
exception levels progress management products
data and systems progress key roles
dashboards and standups 3 progress practice principles

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The progress practice purpose

To monitor and compare actual achievements against
those planned: establish mechanisms to monitor and
compare actual achievements against those planned

g~

To provide a forecast for the project’s
objectives and continued viability

To control unacceptable deviations:

Manage by exception: control any
deviations beyond agreed

/ tolerances, causing an exception

A key component of project management is controlling
the project’s progress, which ensures that the project
remains viable against its approved business case

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved

The exception process

If a stage or the project is forecast to deviate beyond its agreed
tolerances, it no longer has the approval of the project board

Exception plans are
requested by the project Stage 2 Stage 2a (new)
board in response 10 an

exception report

Directing a project

Exception Excepuon an ﬂoge
repart

Managing a stage Ny
boundary Controlling a stage

Although an exception plan
will be produced prior to the S
planned stage boundary, its  Controling astage

project board approval l
marks a stage boundary for - We covered the
the revised stage exception process back

in Module 15, Lesson 4

materials. Material isused under licence from AXELOS Limited. All rights reserved.

Based upon AXELOS® PRINCE2®
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Module 17

Lesson 2

Progress practice purpose,
control and tolerances

Based upon AXELOS® PRINCE2® materials. Mate icence from AXELOS Limited. All rights reserved.

Progress control involves measuring actual progress
against the performance targets of benefits, time,
cost, quality, scope, sustainability,and risk

Progress control

L

This information is used to make decisions, such as
whether to approve a stage or work package, whether
to escalate deviations, or whether to close the project

_ prematurely and to take actions as required

Progress can be monitored
at the work package, stage,
and project levels

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Progress definitions and guidance

Progress: the achievement

Forecast: a prediction made by studying
measure of plan objectives

historical data and past patterns

Apply further actions
Continual improvement

Understand situation

- ; ; - What/how to respond
Exception: a situation where it can

be forecast there will be a
deviation beyond agreed tolerance
levels by the project manager and
the project board (or between the
project board and business layer)

Validate results

Perform
Identify further actions

specific steps

The progress practice is based on the Deming cycle or Shewhart cycle,
also including other PRINCE2 practices such as risk management

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

Effective progress management elements

defining management levels and
tolerances for progress control
applying two types of control

] ”$ (event-driven and time-driven)

reviewing progress and lessons

reporting progress and lessons

Apply further actions Understand situation
Continual improvement What/how to respond

% I Escalating using data
Validate results Perform

Identify further actions

forecasting remaining work

specific steps

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Management levels and tolerances - 1

Business layer

Progress control
]_ ‘[ Project Reporting format
. T o B Soeaa) status/ and frequency as
The Droiect is Projeds plani e i o iException  confirmed with
Proj ] i | I report business layer
oyl [ oo ]
1
b exceptli?n i | f | Highlight Reporting format
etween four Stage Ian: stage i report/ and frequency as
management gep S WHSEEEE Exception  confirmed with
levels against : } | | report project board
tolerances for : Project manager i
1 1
seven | | i .. Reporting format
Checkpoint
performance | work packagei i repo[it / and frequency as
targets description| L ssue confirmed with
i vlv ! project manager
1
1
]

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

Management levels and tolerances - 2

Delegating tolerances involves putting an assurance mechanism in place so
that each management level can be confident that such controls are effective

The business layer, outside the project team, sets the
overall requirements and project-level tolerances

The three management levels within the project (directing,
managing, and delivering) will manage and implement within these
tolerances and escalate any project tolerance forecast breaches

The project board has overall control at a project level if
forecasts remain within project tolerance and will allocate
tolerances for each stage to the project manager

The project board can review progress and decide
whether to continue, change, or stop the project

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Management levels and tolerances - 3

When executing the project plan, if any forecasts indicate that
the project is likely to exceed the agreed project tolerances,
then the deviation should be referred by the project board to

the business layer to decide the corrective action

The project manager has day-to-day control of a stage
within the tolerance limits established by the project board | - '

When executing a stage plan, if any forecasts indicating !*’//
the agreed stage tolerances will be exceeded, this
deviation should be referred to the project board by the
project manager to decide the corrective action

This would be done by raising an issue and an exception report

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Management levels and tolerances - 4

The team manager has control over a work
package, but only within the work package
tolerances agreed with the project manager

f

When executing a work package, if any
forecasts indicating the agreed tolerances
will be exceeded, this deviation shouldbe ——

§ referred to the project manager by the team

manager to decide the corrective action Project log
= Issue register
= Risk register
v . . L I
This would be done - pfjﬁﬁﬂf r;’ggim

Quality register

by raising an issue
Daily log

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17

Lesson 3

Progress practice
tolerances by layer

Based upon AXELOS® PRINCE2® materials. Material is used under licence from AXELOS Limited. All rights reserved.

The seven tolerance types by layer - 1

Project level Stage level Work package
Tolerance areas / 9 P g
tolerances tolerances level tolerances

Time

+ amount of time on Project plan Stage plan m;ipi&age
target complete dates P

Cost

+ amount of planned Project plan Stage plan :g:np etzi((:)l;age
budget P o

Tolerances are the permissible
deviation above and below a
plan’s performance targets
without escalating the deviation
to the next level of management

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The seven tolerance types by layer - 2

Project level
Tolerance areas

Benefits

Defining target benefits  Business case
in terms of ranges

5 || S e The scope of a
roject leve tage leve ork package . -

s the set of products
cope : to be delivered
Pern'!ltted project Project plan Stage plan rork _papkage

solution scope variation escription

Scopetolerance at the stage or work package
level is of particular use, if applying an iterative-
incremental development method such as agile

Scope tolerance (if used) should be in the form of a note or
reference to the product breakdown structure for the plan

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

The seven tolerance types by layer - 3

Project level Stage level Work package
Tolerance areas

tolerances tolerances level tolerances
Risk

Limit on the aggregated Project plan Stage plan Wdor k P?Ctlfage
value of threats €scription

Specific stage-level risk
tolerances may be set by the
project board when authorizing a
stage or by the project manager
when authorizing work packages,
especially from external suppliers

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The seven tolerance types by layer - 4

Project level Product level
Tolerance areas
tolerances tolerances

Quali Project product Product

) ty ) description description
Defining quality targets (acceptance (quality
in terms of ranges

criteria) specifications)

Project-level tolerance acceptance criteria is a
prioritized list of criteria that the project products
must meet to be accepted by the user

Quality specifications: the functional and non-
functional requirements for the product along
with their associated measures

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

The seven tolerance types by layer - 5

Project level Stage level Work package | Product level
Tolerance areas
tolerances tolerances level tolerances tolerances

S_us1_:a|nablllty ) Work package Product

Limits on the agreed Business case Stage plan _— description
. T description

metrics for sustainability

: >
& —

+

More specific stage-level sustainability
tolerances may be set by the project board
when authorizing a stage or by the project
manager when authorizing work packages,

especially from external suppliers

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Types of progress control - 1

Effective project control is delivered through the accurate, timely, and regular
measurement of actual progress and comparing it with the planned progress at
that stated point in the project or stage and taking any necessary corrective action

a control that occurs when a specific event

SUEIELET occurs, i.e. end of a stage, the completion of

e the PID, or the creation of an exception report
It could also include organizational Monitoring is a time-based
events that may affect the project, activity, control (decision-making)
such as the end of the financial year and an event-based activity

Event-driven controls drive efficiency since the project management team
do not meet unnecessarily or too frequently, but when most needed

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Types of progress control - 2
Time-driven a management control that occurs —
control: at predefined periodic intervals @

For example, this could be producing

highlight reports for the project board | .

or checkpoint reports showing the
progress of a work package

Reporting is both time-
based and event-based

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17
Lesson 4

Reviewing progress
and lessons

Based upon AXELOS® PRINCE2® materials. Material is used under licence from AXELOS Limited. All rights reserved.

Reviewing progress and lessons - 1

As part of the controlling a stage process, the project
manager will regularly review progress through
checkpoint reports and will maintain the project log

The project manager will use this information to update
the stage plan with the actual progress achieved

The format and frequency of checkpoint reporting will depend
on the needs of individual work packages, as it is only possible
to control progress at the level of detail in the plans

For example, if weekly checkpoint reports are required, the stage
plan will have to include what needs to be achieved week by week

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Reviewing progress and lessons - 2

It is also necessary to analyse the project data for
trends to get a view of the overall health of the stage

For example, the stage may seem to be progressing,’
well in terms of the products being completed
againstthe schedule ...

increasing number of issues that are not being
resolved and may be a cause for concern

v,
... however, the issue register may reveal an /

Similarly, the quality register may reveal several
products have failed a test and have not yet been
recorded as having been re-tested in the quality register

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Reviewing progress and lessons - 3

Actions may arise from many sources and
small actions may simply be recorded on
the daily log and marked when completed

The daily log can also be used to record informal -
issues and any other notes or observations that are
not captured by any other management product *

A formal issue will be captured in the issue register
as an open forum and be monitored and reviewed
due to its material impact on the project or stage

An informal issue is one that either does not have a
material impact or requires handling in a suitable
manner where open access would be inappropriate

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Reviewing progress and lessons - 4

The daily log is a useful way of recording
individual observations that on their own may ’
seem insignificantbut when collated may alert :

the project managerto a new issue or risk "’

The product register also provides data on the L: — —
status of the products that are complete,
currently in progress, and awaiting development

The data from this register may be compared
with the physical status of the products to
provide assurance of the project's progress

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Reviewing progress and lessons - 5

A principle of a PRINCE2 project is that the project The project level of
management team learns from experience ... control and frequency
of reporting may vary,
.. therefore, the project team actively seeks, records, | | and be influenced by
and incorporates relevant lessons throughout the life| | the experienceand

of the project, applies them to the remaining work capability of the
and shares them for future projects project team
It is often in the reviewing of -
progress that lessons are identified W Project log
i » Issue register

The project log includes a lessons log, |
which is used for capturing lessons and
is accessed when reviewing progress

Risk register
Lessons log
Product register
Quality register
Daily log

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17

Lesson 5

Reporting progress
and lessons

Based upon AXELOS® PRINCE2® materials. Material i

nder licence from AXELOS Limited. All rights reserved.

Reporting progress and lessons - 1

The frequency of reporting should reflect the level of control
required, and this is likely to vary during the project ...

... for example, if the team is highly experienced,
then less frequent reporting may be appropriate

Whereas, for an inexperienced team, the

e he >

project manager or project board may ‘ \
wish to increase the frequency of 7 _!\
reporting until sufficient confidence has ' . =

been gained in the capability of the team

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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PRINCE2 7th Edition

Reporting progress and lessons - 2

Checkpoint report  From a team manager to )
g . the project manager Time-driven
Highlight report From a project manager to y
gTigntrep the project board Time-driven
Lesson report Depends on the context  Event-driven or

time-driven

To provide a progress and status
update of their team plan

To provide a progress and status
update of the project and stage

To provide a detailed lessons
review of a specific lesson or a
stage or the project

PRINCE2 does not define the
composition, format, or
presentation for reports, which
should consider the quality
management, risk management,
and issue management approaches

programme’s

If part of a programme,
the information should
also consider the

monitoring and control
requirements

PRINCE2 7th Edition

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Reporting progress and lessons - 3

Issue report

Depends on the context Event-driven

From the project manager
to the project board

Exception report

Event-driven

To enable a request for change,
off-specification, business
opportunity, or a problem or
concern to be formally reviewed
and responded to

To report where tolerances have
or are forecast to be breached for
the stage or project and seek
direction from the project board

Reports may take the form
of an electronic
dashboard, which has
aggregated and
summarized data from an
integrated system

T TR

These dashboards may be
available to the respective
stakeholder audience,
such as for the directing,
managing, or delivering
levels of the project

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Reporting progress and lessons - 4

To report the performance of

From the project manager

End stage report i
to the project board

From the project manager
to the project board

End project report

Event-driven

the stage and request approval

to proceed to the next stage

To report the performance of

Event-driven

the project and subsequent

recommendations and request
approval to close the project

For access and
availability
refer to the
digital and

data
management
approach

The status of
products within the
project, stage, or
supporting a progress
review are held in the
product register on a
self-service basis

This snapshot
data may be held
within a system
rather than a
documentor
spreadsheet

PRINCE2 7th Edition

Lesson definition

A lesson is information to facilitate the
future of the project or other projects and
actively promote learning from experience

The experience may be positive, as in a successful
test or outcome, or negative, as in a mishap or failure

1
Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

Recording lessons during a project is good for the organization,
project team, and other existing and future projects

Lessons are documented information that reflects both
the positive and negative experiences of a project

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17
Lesson 6

Capturing lessons
and forecasting

Based upon AXELOS® PRINCE2® materials. Material i ed under licence from AXELOS Limited. All rights reserved.

Capturing lessons

Lessons can be captured: during a post-project review

during any meetings throughout the project (you do not
have to wait until a post-project review to share lessons)

via PRINCE2 management products like | | by performing
checkpoint reports or highlight reports || retrospectives

when issues occur during
stakeholder one-to-one meetings

using electronic workspaces where
data and information are shared

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 21



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

Lesson analysis

The analysis of a lesson i
. R what did we
should answer five questions
. . . expect to occur?
in the following order:

e what actually
happened?

e what worked
well and why?

o what did not
work and why?

o what needs to be done differently
or what needs to be repeated?

Based upon AXELOS® PRINCE2Z® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Management and collaboration systems

Document management systems or team It should be noted that
collaboration systems are useful tools for systems and data play a major
sharing and reporting knowledge from lessons part in reviewing progress

Any reports, registers, or logs may
originate from a system where the data is
integrated and accessible

This would be by the digital and data management
approach and presented electronically with drill-
down capabilities to access more detail

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Lessons information

The reporting of lessons could include information about the
development of a product, or the project management practices,
processes, procedures, techniques, or tools used that either
contributed to the project’s achievements or caused a problem

Examples might include the performance of the
project management team, the methods used, or
the analysis of quality data and measurements

Larger projects are more likely to utilize a
lessons report as part of this procedure,
where more detail would be helpful

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Forecasting progress and exceptions - 1

A fundamental component of the manage
by exception principle is forecasting

An exceptionis defined as a situation where
it can be forecasted that a deviation beyond
the agreed tolerance levels will occur ‘ A1 A 4

It is not necessary, nor helpful, to wait
until that deviation has occurred ...

... therefore, forecasting within projects is essential because
it helps to identify responses to project risks, predict project
outcomes, and help ensure overall project success

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Forecasting progress and exceptions - 2

It is important to consider the performance of the project so far and
all seven PRINCE2 performance targets should be considered

The collected data provides the project manager with
sufficient information on the past performance to predict the
future risks and outcomes, as well as determine whether the

project retains a continued business justification

The data may be held in an integrated system, which may
also allow for ‘what if' scenario forecasting, to ease
the forecasting workload for project managers

The digital and data management approach will describe
what systems and data will assist with forecasting. This may
involve using data from outside the project or the business

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17
Lesson 7

Management by exception

Based upon AXELOS® PRINCE2® materials. Ma ence from AXELOS Limited. All rights reserved.
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Exception escalation - 1
Project-level If project tolerances are forecast to be exceeded, the project
exceptions board must refer this to the business layer for a decision
Project manager should produce an issue report to
Stage-level N capture and analyze the deviation, and then an
q exceptions exception report for the project board

The board may then request an exception plan or take other action |

Work package Team manager should inform the
\Ievel exceptions project manager by raising an issue

The project manager will advise of any corrective actions required

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

Exception escalation - 2

Having reviewed stage progress a decision is made as
to whether the work package, stage plan, or project plan
will remain within or exceed the agreed tolerances

If they exceedor are
forecast to exceed the

Evaluate stage
status

| ELET: T
a stage
[Corrective action]l Stage plan?l boundary

[ Project Iog] I Next stage plan? I

ag reed tOIerancesa t.hen Revie [ Authorise work package ] |CIose project?l
they are an exceptlon Broiscion Closing a project
*  lIssue register
* Risk register
* Lessonslog
+ Product register
+ Quality register
* Dailylog

Escalate MeLEIE Excepti
ption
| Stage plan I issues and > reports
Project plan 125 trigger
> Exception Directing a

raised
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Exceptions levels - 1

Work After agreeing on the work package tolerances with the
package team manager, the project manager should be kept
exceptions informed of progress with regular checkpoint reports

If a work package is forecast to exceedits
tolerances, the team manager should raise
an issue for the project manager who will
advise of any required corrective actions

Stage The project manager should produce an issue report to
level capture and analyse the data behind the deviation and
exceptions then provide an exception report for the project board

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Exceptions levels - 2

Stage Based on the information in the issue report, the project board
level may request that the project manager produce an exception
exceptions| | plan to replace the plan that was forecast to exceed tolerance

The project board may also remove the cause,
accept or adjust the tolerance, or request more @
time to consider the recommendations « v o

AT
If an exception plan is requested, the ')_1 L‘ L LL

project board will review and either
approve or reject the exception plan

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Exceptions levels - 3

Be clear, the project board will pass the project-level
exception report to the business level, and ONLY if
they request an exception plan, will this option occur

Project
level exceptions

If the forecast is for project tolerances to be
exceeded, the project board no longer has the
authority to direct the project and must refer
the matter to the business layer for a decision

The project board may request
the project manager to produce
an exception plan for the project

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17
Lesson 8

Progress data and systems
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Data and systems summary

How do data and systems support progress management
and what factors need to be considered?

Solutions
Data analytics must fit

Greater has supported requirements
accuracy decision and business

ELT maturity

o Automation
DITTE] allows a Digital systems
technology has professional support work

supported data focus on value- across multiple
collection i locations

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Data and systems in progress Mgt - 1

Data and technology help manage
projects more accurately by supporting
progress tracking and decision-making

Data analytics is the means of using and w
analysing data to support effective decision-
making or to efficiently automatetasks

Project data may be in the form of project documentation, -
correspondence, project log, and records, and includes internal
and external data, as well as digital and non-digital formats

Project data collection has evolved dramatically using digital technology to
plan and schedule projects, with systems to capture, validate, and present
data against the plans and milestonesto easily understand progress

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Data and systems in progress Mgt - 2

Progress reviews with secured and stored data are not

confined to looking backwards, since past performance »
can be used to predict future performance
y/
To ensure clarity, this information can ' j
then be presented in the stakeholders’ }
preferred format and style » 1
gl L
| —~e The project management team must decide what they
m ":['] require from the reporting and forecasting procedures, and

n ~ select a solution to fit the requirements and the business
\%’ maturity level and the involved project organizations

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Data and systems in progress Mgt - 3

The project’s digital how digital technology will
and data management | support project management
approach will explain: (e.g. project controls)

project work (e.g. the use of digital twins and building
information modelling (BIM) in construction projects)

how the data will be used, and which systems will be used for data analytics
across the project ecosystem and through the project lifecycle and afterwards

The business may already have established systems

through a centralized programme or project office, or

the nature of the project may require new systems to
be designed, (possibly) procured, and established
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Data and systems in progress Mgt - 4

Such digital technology as the | | Sentiment analysis (opinion mining),

use of sentiment analysis to is a natural language processing
understand team performance | technique which determines whether
or stakeholder engagement datais positive, negative or neutral

The management products used for checking the baselines,
reviewing progress, capturing, and reporting lessons, reporting
progress, or forecasting are often differenttypes or formats of

data residing in separate systems, databases, or file formatsi

Automation, for example, the use of Al is
removing the need for a manual approach,
enabling project professionals to focus on more
value-added tasks rather than administration

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Data and systems in progress Mgt - 5

Due to home working and globalization, project
teams are more likelyto be distributed across
multiple locations rather than co-located

Therefore, the use of digital systems can help to
communicate and transfer data or information

If the team and the data are up-to-date,
information management is more reliable and
easier to administerin an automated system
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Module 17
Lesson 9

Supporting techniques -
Part ONE
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Supporting techniques

Measuring stage progress involves looking backwards at
the progress made against plans and forward at what still
needs to be completed with availabletime and resources

However, effective progress management y \
requires an open and transparent culture with —

a no-blame attitude to progress reporting ’//ﬁ—‘\‘ ' m I I
1 IN PROGRESS

]
There are many supporting techniques, and [ ﬂ j J a
the solution developers may use Kanban as l U : a A =
a team board to demonstrate progress and | g - ;‘
hold daily stand-ups for reporting purposes -
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Dashboards

A i i NowBYou Eampaign
A dashboard is a HIghIQREREREH CE oo comvoen
. [ 28, Tl con | v [ e oo i Qe
technique to represent [Tisperod] 6 | ¢ | [N © [N © | L LT ] o s
[Eestoeroal ¢ | WAl 6 [ G | R [ G| Reporting Period [y
VaSt amOU ntS 01: 1. Achieved this period? 2. Expected achievements next period?
.= - - Completed requi hering fo i - Compl i is fol 3
decision-supporting PSR gRheng e amesan - Establsh couchine roueie for Divecor of Campigne
. . - = A ~
Informatlon at an 3. mg Decisions and Canges 4, Critical 1esa Risks . .
- Waiting on Director of Campaigns to reduce the long list of - Issue: Coaching sessions for Director of Campaigns not
. i be ed
amalgamatedlevel using | | = . Rk there may be insuffcient funding depending on
selected option
- « Risk: stage 2 completion could be delayed if long list of
tabular and graphic opions are ot recuced soon
representation, such as Project Manager's Commentary
Al Pave b and their needs captured in the requirements document. The sponsor will
present the project at the next donars forum to gain (financial) support to enable th w©
graphs and traffic lights forumosan tnone o
ji i Variance Commentary
’ cosom | caom | essooo | cemooo | Sedon i smtescn e s co, s
.
™ f 1 | High-Level Requirements Gathering Complete 10-February 10-February Complated
2 | Financial support secured 05-March 05-March
3 Options selected 24-March F-March Too many options to analyse
\r 4 | Campaign Launch 10-July 10-July
~
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Daily standups - 1

These are daily meetings that are conducted —_—
quickly, and all team members attend "}

Originally called a daily standup (for a brisk, focused ;_i
meeting), this is now rarely the case, with virtual meetings
becoming more common in today's environment

Progress is reviewed, and every team g
. . what have you done | &
member declares their next steps, using since vesterday?
the three guiding questions which are: y y:

what are you planning have you encountered
to do today? any problems or issues?
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Daily standups - 2

Part of the value of the daily stand-up is
that everyone in the team maintains
awareness of what everyone else is doing

1§ R

This creates an opportunity within an

organized, empowered team for one

team member to offer timely help or

suggestions to another team member

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition

Peer review

A peerreview is where people experienced in project
management but outside the project management
team are asked to evaluate the project

Peer reviews may also
be held between subject
{ matter experts about a
particular product

Product
description === """ n

|||)

' There are many peer review techniques, and the ‘
quality management approach should identify
the techniques appropriate to the project
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Supporting techniques
Part TWO
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Earned value management- 1

EV creates an integrated project baseline combining scope, schedule,
and cost performance by comparing the completed products and the
actual cost and time taken against their schedule and cost estimates

Besides providing an objective assessment of past
performance, it can be used to forecast total project
cost and duration based on historical performance

Sy

i <= Ll PRINCE2's approach to product-based
il \ planning provides information to
AN support earned value management

A completed PRINCE2 product can be compared to cost and schedule

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 34



HANDBOOK SEVENTEEN

PRINCE2 7t Edition Masterclass

PRINCE2 7th Edition

EV removes the
ambiguity of “over
budget or behind
schedule” by
comparing both to
what was “earned”

Budget At
Completion

COST

o

Actual

Cost Completion
4. Variance | Schedule !
1| Variance !

] I Planned

- . |Completion
At Today, the currency value of cost, schedule || Earned !
and earned value will answer the above Value TIME

e
—
"’
-

Earned value management- 2

= -

Estimate At
Completion
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Agile earned value metrics

s Projected Progress wmmsm Projected Spend = Scope Built = Spend
3500 —1 $6M
_Reporting
-~ 30001 Cost Variance (CV) Planned Value (PV) SPinterface - $5M
§ 2500 Forecasting 1 sam
& 2000 Billng @
— -+ m
g. 1500~ Actual Cost (AC) contracts | £3M g-
] - sales - $2M
@ 1000+ chedule Variance (SV)
500— Earned Value (EV) Stock - $1IM
Configuration
0 0
N A s e e e
Theteaem | Q1 Q2 Q3 Q4 Q1 Q@ Q@ Q0 Q Q@ @ o4 /!L
could use this _ Completed Features (& Earned Value
burnup chart Planned Features Actual Costs "
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Burn charts -1

This is a technique for showing progress (for example,
during a timebox), where work that is completed and
work still to be done is shown with one or more lines

The chart is updated -

regularly (perhaps daily)

Burn charts help motivate
teams by showing progress
toward the project’s outcome

Work still to be done

Cayl Cayl Day3 Oay4 Days OayB Day7 Cay8 Day @ Oay 10 Done

Sprint time still available

Burn-down charts are the most well-known, showing how much work
remains, whereas burn-up charts show how much work has been done

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Burn charts - 2

Project X
300 300
Burn-down 20 o [ 20
charts identify 200 1 200
estimation
. 150 - 150
issues early and
help viewers 100 - - 100
understand how o | | &
much work and . L B B
i 0 - o]
effort remains Start Week1 Week2 Week3 Week4 Week5 Week6 Week7 Week8
. Planned hours . Actual hours == Actualeffort —#— Effort tocomplete
- = - Ideal burndown
Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Retrospectives - 1

Allow team refinement of A type of progress review that specifically
environment and processes considers the way of working as opposed
to optimise efficiency to looking at what was produced
I What went I
d well, what | Action People Continuous
an can be Pl = Processes .
Adapt _ an . Tools improvement
/ improved
Increased ownership, engagement, purpose, involvement and trust

An effective retrospective should be
planned, structured, and actively
facilitated - can be informal, but not as
an ineffective unstructured meeting
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Retrospectives - 2

Running an effectiveretrospective inviting the right people
is like running a successful (normally just the team, and
workshop, and should consider: possibly project support)
having an independent facilitator Spe
pIanninV

can be actioned, rather than a larger

focusing on a small number of issues that i
Backlog
. . . rin
number that are unlikely to result in action SR

Sprint

Retrospective
different, cre:.zltlve_ approa_ches to keep the s;k -
retrospectives interesting and useful review
A -
visual feedback tools to help people 7 e\
express theirideas _7* e
_ —
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Kanban board - 1

The Kanban tool is a term that covers the use of Kanban systems,
which are visual management systems to visually display the work in
the system, while limiting the number of work items in circulation

It usually comprises a series of columns (and possibly
rows) where work items move from left to right as they
move through the various states to be completed

To Do Plan Develop Test Deploy Done
A Kanban board acts like
a dashboard and enables
the team to see blockers
and areas where the flow
is not smooth Pulled through work> = User Story
| | or a Defect
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Kanban board - 2

work in progress limits

N

3 2 2
Backlog Development Testing Deployment

In progress In progress

Resource
utilization
report
template

Note that development,
testing and the full
kanban board have

“Done” points

& o
® Blocked
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Applying the progress
practice — Part ONE
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Supporting

the method;
Knowing what
to track

o

Applying the progress practice

Which

Timing of
- | governance;
' Common
controls

Delivery
method

J [ s

management
products;
Data

Contract

constraints

Commercial L
context J [ Sustalnablllty

distribution

Data and
evidence to
support
compliance
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Applying the progress practice - 1

A starting point for any project will be to identify the
timing of the business layer governance arrangements
from which the project will require decisions or authority

Organizational
context

It is usually advisableto design the project’s progress
controls to align with business layer timings

If the project is part of a programme or portfolio,
then the programme or portfolio will usually
dictate the progress controls for the project ...

... typically including defining
common controls, procedures,
tolerances, and timings
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Applying the progress practice - 2

Commercial
context

PRINCE2 is based on a customer/supplier environment

[t assumes that there will be a customer who will specify the
desired result and (usually) pay for the project, and a supplier
who will provide the resources and skills to deliver that result

Additional considerations apply if the co*
. . cr
relationship between the customer

and the supplieris a commercial one

TERMS OF AGREEMEN
L e —

et S e e e e

PpE——

et . S ool B St

The contract between the parties acts as a constraint
on a project manager’s or team manager's degree of SIGN HERE
freedom when managingthe project or work package, x

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Applying the progress practice - 3

For this reason, it is good practice to ensure that
contracts reflect and promote good working relations
rather than inhibiting them and that any tailoring to
PRINCE2 respects the parties’ contract obligations

From a supplier’s perspective, the project lifecycle
should be defined to consider pre-contract '

activities, such as qualification, designing and (:m*rr

costing the solution, bidding, and negotiation ...

TERMS OF AGREDMIN

D
et S e it et e

... and also consider activities at the s
end of the project, such as warranty GONHEE
and maintenance periods e
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Delivery method - 1

It is important that the approach to managing
progress works with, and supports, the project’s
chosen delivery method rather than going against it

For a project using an iterative-incremental delivery method, it
will typically be more appropriate to focus on tracking how
much of the requirementis being met by the end of the sprint
rather than how long it will take to complete the products

The tolerances would have been set by this

The frequent delivery of products that meet their
acceptance and quality specifications is a primary
source of progress information and provides the
basis for forecasting future progress

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Delivery method - 2

Reporting formality may differ in an iterative-
incremental project using agile techniques such
as Kanban and burn-down or burn-up charts

where the project manager reviews the charts maintained by

Checkpoint reporting may be based on a pull system (Kanban),‘
the development teams rather than being sent by them

By contrast, for a project using a linear-sequential
delivery method, the focus may be on when the
stage’s products will be complete and for what costs

In this way, the project board can be confident that there is |
a robust basis to move from the current stage to the next

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Applying the progress
practice - Part TWO
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Sustainability - 1

Progress management will gather data on those sustainability
aspects recorded in the project initiation documentation that
are critical success factors for the project ‘ 3

Progress management must be able
to identify and report on the data
required to support this evidence

This is to check that the project remains
within its sustainability tolerances and the
parameters established by the business layer

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Sustainability - 2

Some areas of sustainability will fall under
legislation, regulation, or business layer policies,
and will require evidence to support compliance

Advice should be sought from the & >
quality assurance function with the == fi\
business or programme s

The project executive may
request an audit of the project if
compliance against sustainability
regulations is required

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Sustainability - 3

Sustainability reporting should not be separate from the
agreed reporting requirements but rather integrated into
the cyclical analysis of the project data by the project
manager, team managers, and project support

The activitiesin the plans should consider the data
needed to satisfy sustainability analysis, just as they
should for the other tolerances within the project

This is so that evidential reporting on
sustainability is a consequence of progress
management and not something that
requires additional activities or resources

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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PRINCE2 7th Edition Scale -1

Progress management needs to be applied or tailored to reflect
the needs of the project’s scale, risk, complexity, and prominence

In simple projects where risk and complexity are minimal,
the progress practice may lend itself to some simplified
data analysis for reporting and forecasting purposes "

v,

Some of the roles may have been combined
with a project executive sponsoring the 7
project without a project board —

The style may be more relaxed, and this could lead for
example to the project manager to report progress in
a structured email rather than a formal report

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Scale - 2

For simple projects, questions
that may be asked are:

do all the management could some of the
products need to be management products
used? be combined? |

could the data be
distributed more
effectively and efficiently?

could access to the data be given to
stakeholders following the digital and
data management approach?

s
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Scale - 3

As the projects become more complex and attract
more risk, the project business may include more
stakeholders with different reporting requirements

Under these circumstances, a more formal approach
to evaluation and reporting, either through structured |
reports or using data and systems, will be requiredto |

satisfy the stakeholder requirements

The project executive or project board must agree on the
frequency of reporting and have the project manager record
their requirements in the project initiation documentation

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.
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Progress management
products - Part ONE
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Progress practice management products

‘ Data T .

‘ Lessons ¥ Exception
\‘ management o “ ot
% approach g ¢ X P

End stage End project Checkpoint
report report report

Highlight Lessons
report report
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The Data management approach -1

The purpose of the digital and data
management approach is to describe:

How digital technology will be used to support
| project management (for example, project
controls) and project work (for example, the use
of digital twins for design and construction)

How data and information will be
created, used, and managed across
the project ecosystem and through
the project lifecycle and afterwards
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The Data management approach - 1

Scope: ‘ Describes what data is to be managed ‘

Digital an analysis of the digital technology the project will need
technology by considering the automation and facilitation of project
requirements: management activities and any specialist technology

required to support the specialist project work ...

... this may use already established business and supplier
systems, while others may need new or different systems

Data Data management requirements: an What data or
man.agement analysis of the data the project will information is needed
requirements: generate or need by considering: or will be created?

Where will the data come from?

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

The Data management approach - 2

Data
management
requirements:

Where willthe = How will the data What level of
data be held? be kept secure?  privacy is required?

How the data or information will be analysed, curated, and presented?

Who will have access or rights? How integrity will be ensured? . b’

How will data quality be assured?

What will happen to the data after the project completes?

description of any digital and data

management procedures to be used on the

project (based on the analysis of the digital
and data management requirements)

Digital and data
management
procedures:

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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PRINCE2 7thEdition

The Data managementapproach -3

Responsibilities:

who will be responsible for the roles associated with

the digital and data management approach

Timing formal digital | for example, the implementation of systems, the
and data management| | timing of any data audits, or the provision of a

activities: data room to support procurement activities

Supporting | describes what tools or systems that will be used for

tools or digital and data management. For example, the use
systems: of artificial intelligence (Al) in project forecasting

— describes digital and data management
Szl standards required for the project
N

References:| for any associated documents or products |

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

The Daily log -1

The purpose of the daily log is to record informal It can act as the
issues, required actions, or significant events not project diary for the
captured by other PRINCE2 management products project manager

It can also be used as a repository for issues and
risks during the starting up a project process if
the other registers have not been set up

There may be more than one daily log, as team
managers may elect to have one for their work
packages, separate from the project manager’s daily log

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The Daily log - 2

Entries are made when the project manager or team ‘
manager feels it is appropriate to log some event

Often entries are based on thoughts, "'
conversations, and observations

) Log entry: description of the informal issue,
g entry- action, event, or diary note
' ( Date: date logged, assessed, or actioned

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.
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Module 17
Lesson 15

Progress management
products - Part TWO

Based upon AXELOS® PRINCE2® materials. Mate icence from AXELOS Limited. All rights reserved.
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The lessonslog - 1

The purpose of the lessons log is to provide a repository to
record lessons that apply to this project or future projects

Some lessons may originate from other projects and
should be captured on the lessons log for input to the
project’'s approaches and plans

,__,- ‘.1
A \‘Jq

Some lessons may originate from within the project, |_ — —
where new experience (both good and bad) can be ‘

applied to this project and/or transferred to others

Lesson identifier:

reference for the lesson

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

The lessons log - 2
Lesson lesson summary and details, e.g. the effect (such as positive/negative
R financial impact), known cause/trigger, early warning indicators,
description: . . . .
previously a risk? (threat or opportunity), recommendations
Lesson type: \ for example, team lesson, project lesson, business layer lesson ‘
Lesson who is responsible for actioning any learning from the
owner: lesson (could be from a team, the project, or the business)
Grading: a rating of priority and severity
Status: the current lessons status of the lesson, e.g. logged, reviewed,

learning actioned (by project), learning actioned (by business)

Relevant | for example, date raised,
lesson date last reviewed, action
dates: due dates, date resolved

Records:

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

list of the documents
associated with the
issue and their location
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The checkpoint report - 1

The purpose of a checkpoint report is to report to
the project manager the status of the work package
at a frequency defined in the work package

Executive summary: team manager’s report

Period: the reporting period covered by the checkpoint report

71 theoutstandingitems from previous reports (for
Follow-ups: . 2
example, action items completed or unresolved)
" the products being developed by the team during the
This . v
i reporting period; the products completed by the team
reporting during the reporting period; quality management activities
eriod: ) P ! o
P performed during the period; lessons identified
Based upon AXELOS® PRINCE2Z® materials. Material isused under licence from AXELOS Limited. All rights reserved.
PRINCE2 7th Edition The checkpoint report - 2
the products being developed by the team in the next
Next . .
. reporting period; the products planned to be completed by
reporting . : o i
eriod: the team.|r1. t.he next reporting period; quality management
P - activities planned for the next reporting period
Work package how execution of the work packageis
tolerance performing againstits tolerances (for example,
status: cost/time/scope actuals and forecast)
an update on issues
Issues ) )
and risks: and risks associated
“I | with the work package

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The highlight report - 1

The purpose of a highlight report is to provide the project
board (and possibly other stakeholders) with a summary
of the stage status at intervals defined by them

" pS
Executive summary: project manager's report !
Period: ‘the reporting period covered by the highlight report

71 the outstandingitems from previous reports (for
Follow-ups: .2
example, action items completed or unresolved)
the actual progress of work packages, including those
This pending authorization, in execution, and completed in
reporting the period (if any work packages are being performed
period: by external suppliers, this information may be
accompanied by purchase order and invoicing data);

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

The highlight report - 2

This products completed in the period; products planned but
. not started or completed in the period (providing an early
reporting N . . ’
. warning indicator or potential breach of time tolerance);
period: . . : i
any corrective actions taken during the period

progress of work packages, including those to
be authorized, and in execution (if the work
packages are being performed by external (
Nex-t suppliers, this information may be accompanied <

reporting by purchase order and invoicing data) | ) o

period
forecast:

products to be completed in the next
period; corrective actions to be
completed during the next period J

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The highlightreport - 3
Stage and how execution of the project and stage are
project tolerance performing against their tolerances (for
status: example, cost/time actuals and forecast)
- a summary of the actual or potential issues and risks
Key issues . . .
and risks: _ (_mcl_udlng a list of r_equests for ch_ange or off- _
specifications raised, actioned, or pending for the period)
a review of what went well, what
went badly, and any
Lessons (if recommendations for
appropriate): consideration by the business;
sourced from the lessons log or
any lessons reports that may exist

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.
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Module 17
Lesson 16

Progress management
products - Part THREE

Based upon AXELOS® PRINCE2® materials. Materi icence from AXELOS Limited. All rights reserved.

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 54



HANDBOOK SEVENTEEN

PRINCE2 7t Edition Masterclass

PRINCE2 7thEdition

The lessons report - 1

The purpose of a lessons report is to share lessons and
trigger actions to ensure that lessons become embedded
in the appropriate organization’s way of working

A lessons report can be created at w ﬁ

any time in a project and should not 3
necessarily be delayed until the end \

Typically, it can be included as part of the

i
end stage report or end project report %‘\."”
A\

It may be appropriate (and necessary) that there are
several lessons reports specific to a particular
organization (for example, user, supplier, business)

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition

The lessons report - 2

Executive summary:

‘ A summary of the lesson ‘

Description for work package,
stage, or project lessons:

a review of what went well, what went badly, and
recommendations for this project or future projects «

\

the effect (for example, positive/negative financial
Description | impact), cause/ trigger if known/proven, whether there
for a specific were any early warning indicators, whether it was
lesson: previously identified as a risk (threat or opportunity),
recommendations for this project or future projects.

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The exception report - 1

The purpose of an ex

and to offer option

a stage plan or project planis forecast to exceedtolerance levels set

ception reportis to inform the project board when

s and recommendations for the way to proceed

Identifier: Unique identifier for the exception

Date: Date

issued

Description: exce

An overview of the

ption being reported ‘

Cause of the| a description of the cause of a
exception: | deviation from the current plan

Based upon AXELOS® PRINCEZ® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition

Consequences of

the exception:

The exception report - 2

what the implications are if the
deviation is not addressed for
the project and the business

what

T the deviation and the effect of each
Options: . . .
option on the business case, risks,

options are available to address

and tolerances

Recommendation:

Which available option which
is recommended and why

Lessons:

exception, on this or future projects

what can be learned from the

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The end stagereport - 1

The purpose of an end stage report is to give a summary of progress
to date, the overall project situation, and sufficient information to ask
for a project board decision on what to do next with the project

Executive
summary:

project manager’s report

a review of the business case,

Performance| objectives, team performance,
review: quality activities, products’ status,
phased handover of products
(if applicable), and lessons

project objectives, stage

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition

Summary of
follow-on action
recommendations:

The end stagereport - 2

actions to be taken by the business following the
phased handover of any products during the stage

Key issues
and risks:

a summary of the actual or
potential issues and risks
(including a list of requests for |

change or off-specifications raised, <
actioned, or pending for the period)

for the next stage and
Forecast: project against targets
and their tolerances

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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The end project report

The purpose of the end project report is to review how
the project performed against the version of the project
initiation documentation used to authorize it

Executive | Project manager's
summary: report

Performance | a review of the business case, project 4
review: objectives, and team performance

Product| areview of products, off-specifications,
review: project product handover, and lessons |

Summary of follow-on any post-project actions to be taken
action recommendations: by the business or supplier(s)

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.
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Module 17
Lesson 17

Progress practice key roles
— Part ONE

Based upon AXELOS® PRINCE2® materials. Materi icence from AXELOS Limited. All rights reserved.
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PRINCE2 7th Edition Progress practice Business layer

Business
(commissioning) layer

set project tolerances and document !
them in the project mandate o

provide any business layer reporting
requirements and standards, for example,
periodic timings for highlight reports or
health and safety specific content

make decisions on exception reports when project
level tolerances are forecast to be exceeded

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Project executive responsibilities
Project set stage ensure that progress towards

. the outcome remains consistent
executive || tolerances : .
from the business perspective

approve the digital and data management

approach from the business perspective,

for example, the treatment of legacy data
on project closure

make decisions on
exception reports if forecast
stage level tolerances are to
be exceeded
recommend future action on the project to the business
layer if the project tolerance is forecast to be exceeded o

remain accountable to the business on
project sustainability reporting and for
sharing project lessons with the business

Based upon AXELOS® PRINCE2?® materials Material isused under licence from AXELOS Limited. All rights reserved
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Senior user responsibilities

Senior user

agree the digital and data management approach from
a user's perspective, for example, the handover of
product data for operational and maintenance needs

define sustainability reporting
requirements from the user perspective

ensure that progress towards
the outcome remains consistent
from the user perspective

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition Senior supplier responsibilities

Senior
supplier

agree the digital and data management approach from a
supplier’s perspective, for example, any specialist technology to
be used or provided by the supplier or... expectations on data to

be provided by the business and to be transferred to the business

v

remain responsible for sustainability
reporting from the supplier perspective

ensure that progress towards
the outcome remains consistent
from the supplier perspective

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Project manager responsibilities - 1

Project

consult with stakeholders to prepare and maintain
manager

the digital and data management approach

,_.
A\ ensure that team managers implement
the data management procedures

] “ agreed in their work package description
) %

authorize work packages and
set work package tolerances

establish and maintain
the project log

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Project manager responsibilities - 2

Project monitor progress
manager |  againststage plans

@ ' produce lessons reports, highlight
A\ reports, exception reports, end stage

N reports, and the end project report
}‘56 remain responsible for
* " |sustainability reporting from

the project perspective

produce exception reports for the project
board when stage level or project level
tolerances are forecast to be exceeded

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Module 17

Lesson 18

Progress practice key roles
-Part TWO

Based upon AXELOS® PRINCE2® materials. Ma ence from AXELOS Limited. All rights reserved.

Team manager responsibilities

Team | remain responsible for sustainability
manager reporting for the team

notify the project manager of any forecast
deviation from work package tolerances

inform project support of issues,
risks, lessons, completed quality
activities,and completed products T —d Gl oy

J/

agree the work packages produce
with the project manager | |checkpoint reports

implement the data management procedures
agreed in their work package description

Based upon AXELOS® PRINCE2?® materials. Material isused under licence from AXELOS Limited. Allrights reserved.
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Project assurance responsibilities - 1
Project advise the project manager on the
assurance digital and data management approach

confirm to the project board that the
digital and data management approach
is compliantwith business policies

confirm stage and project progress
against agreed tolerances

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Project assurance responsibilities - 2

Project check the business case against project
assurance progress and any external events

assist the project board and project manager
when asked by reviewing exception reports
for impacts against the business case

assure project board members that datais being
managed appropriately by reviewing data management
practices to ensure they are performed in line with the

project’s digital and data management approach

Based upon AXELOS® PRINCE2?® materials. Material isused under licence from AXELOS Limited. Allrights reserved.

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 63



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

Project support responsibilities
Project assist the project management team with implementing

support and applying the digital and data management approach

administer specialist tools to support 1he\
digital and data management approach (such
as planning, control, and reporting tools)

s

5; assist the project manager in

- L 8
“k __ maintaining the project log
f v ‘

g/

/

-

assist with the compilation, dissemination, and storage
of reports (checkpoint report, exception reports,
lessons report, end stage report, end project report)

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. Allrights reserved.
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Module 17
Lesson 19

Progress practice
principles
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PRINCE2 7thEdition Progress practice principles - 1

The progress practice contributes to the adherence to
PRINCE2 principles across the project lifecycle

7t Edition
Principles,

Ensure continued | Achieved by:
business justification

4 d

checking viability of the business case
when progress is reviewed periodically at

m~ - stage boundaries and for exceptions

o more appropriate decisions
i | : L
=%EEE ! on the ongoing viability of the
[ [y Resulting in: | project as it progresses

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition Progress practice principles - 2

The progress practice contributes to the adherence to
PRINCE2 principles across the project lifecycle

PRINCE2"}
7t Edition |
Principles

Learnfrom | achieved by:

experience ﬁ

identifying lessons from the output of
%“/ progress management; applying forecasting
techniques based on progress management

\@\* - I_> lessons being applied to the project or other

Resulting in: | projects to avoid future unnecessary issues
or risks; more accurate predictions or
estimates about the ongoing project future

A d

Based upon AXELOS® PRINCE2?® materials Material isused under licence from AXELOS Limited. All rights reserved
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PRINCE2 7thEdition Progress practice principles - 3

The progress practice contributes to the adherence to
PRINCEZ2 principles across the project lifecycle

PRINCEZ2%, © o
7t Edition
Principles,

Defineroles, responsibilities, | Achieved by:

and relationships ﬁ

clarity on reporting requirements and
responsibilities for progress management

> more timely and effective
.. decisions being made on
Resulting in: e 1k .
verified information
Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
PRINCE2 7th Edition Progress practice principles - 4

The progress practice contributes to the adherence to
PRINCE2 principles across the project lifecycle

Manage by | Achieved by:

stages
\ dividing the project into stages and authorizing
N ) the project one stage at a time; evaluating project
l"” progress in accordance with the planned stages

the project being delivered in more
manageable chunks, as well as
Resulting in: |€Xercising more control over the project
resources; more focus when applying
the progress management technique

Based upon AXELOS® PRINCE2?® materials Material isused under licence from AXELOS Limited. All rights reserved

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 66



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

PRINCE2 7th Edition Progress practice principles - 5

The progress practice contributes to the adherence to
PRINCEZ2 principles across the project lifecycle

PRINCE2",
7th Edition
Principles,

Manage by |Achieved by:

exception l

setting tolerances and managing by exception againstthose tolerances;
delegating authority from one level of managementto the level below

A4

| more event-driven control and raising
exceptions to the next level of
management when a tolerance is
forecast to be exceeded; decisions being
made by correct level of management for
the project, stage, or work package

Resulting in:

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

PRINCE2 7th Edition Progress practice principles - 6

The progress practice contributes to the adherence to
PRINCE2 principles across the project lifecycle

Focus on |Achieved by:

products I

knowing the status of each product
and the project product during delivery

l the progress of the project, stage, or work
‘ package being aligned with product

Resulting In: | 4elivery rather than just time completed

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.
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Progress practice principles - 7
The progress practice contributes to the adherence to
PRINCEZ2 principles across the project lifecycle — (PRINCE?
iion

Tailor to suit | Achieved by:

the project I

defining the approach to controlling progress; setting

? tolerances and controls (event-driven and time-driven)

appropriate to the risk, complexity,-and size of the
project at project, stage, and work package levels

The project team understand how the
> project will be monitored and controlled;
Resulting in: | the right level of progress management,
monitoring, and control commensurate
with the risk, complexity, and project size

Based upon AXELOS® PRINCE2® materials. Material isused under licence from AXELOS Limited. All rights reserved.

Well Done! on completing Module 17!

PART ONE PARTTWO PART THREE PART FOUR PART FIVE

Module 18
Closing a
Project

Don’t forget to carry out the module workshops!
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The objective of these exercises is NOT to replicate exam
questions, but rather to test how much you have absorbed from
the PRINCE2 7* Edition syllabus information within the video
lessons.

| strongly recommend that you watch each video at least once, and you may find it
helpful to skim over video sections for clarification.

| have deliberately not provided answers as | want to encourage you to go back over
any video sections that you need to review to obtain the answer. | have included in
this handbook graphics of each presentation slide used for each video, and you may
prefer to use those instead of the videos.

Finding topic areas, you need to review is a powerful way of honing your PRINCE2
knowledge and gaining a pass in your exams.

1. Fill'in the gaps. The purpose the progress practice: To
----- actual achievements against those ---—----—-—-—-—--:and establish -
to actual achievements against those planned

N

Fill in the gaps. A key component of project management is controlling the -
, Which ensures that the project remains —————- against

its approved

3. Fill'in the gaps. If a stage or the project is forecast to
--------- , it no longer has the approval of the

4. The team manager has raised an issue advising you (the project manager), that
the work package is forecast to exceed its tolerances. Name the steps and
sequence of the next steps and management products that are used

5. The progress practice is based on what cycle?

6. Define the term progress

7. Define the term exception

8. Define the term forecast
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9. The project is managed by exception between four management levels against
tolerances for seven performance targets. Describe what those levels are and
the tolerances levels that are set

10.What are the SIX logs/registers contained within the project log?

11.A projects time, cost, scope and risk tolerances are set in what THREE
management products?

12.The definition of tolerance is: “Tolerances are the above and
below a plan’s without escalating the deviation to -——————

13.In which management product are benefit tolerances set?

14. In which TWO management products are quality tolerances set, and what are
their metrics?

15.In which FOUR management product are sustainability tolerances set?

16. What are the two control types in PRINCE2, give examples of each

17.In which management products are informal issues captured and managed?
18.What information does the product register hold and how is it used?

19. What factors would influence the project frequency of reporting?

20. Which type of control is the lessons report?

21.What is the definition of a PRINCE2 lesson?

22.Name examples of when lessons may be captured

23.The analysis of a lesson should answer five questions in a specific order:
Describe each and their sequence.

24.What are the SEVEN project performance targets?

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 70



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

25.What does the digital and data management approach describe?
26.For stage level exceptions: The project manager should produce - to
capture and analyse the data behind the deviation and then provide -

----- for the project board

27.The project board have just been advised that the current stage is in exception.
Name the possible action options they may take

28.Data and technology help manage projects more accurately by supporting
progress tracking and decision-making. What part does data analytics play?

29.How might the use of Al assist the project manager in progress tracking?

30.PRINCE? states several techniques that can be used to support the progress
practice. How many can you hame and describe?

31.Fill'in the blank: A identifies estimation issues early and
help viewers understand how much work and effort remains

32.Describe a Kanban board
33.What sort of environment is PRINCE2 based upon?

34.When using an iterative-incremental delivery method, what would the tracking
focus be on?

35.What roles and management products may be combined in a small-scale
project?

36.What is the purpose of the data management approach document?
37.What is the purpose of the daily log?

38.What is the purpose of the lessons log?

39.What is the purpose of the lessons report?

40.What is the purpose of the exception report?
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41.What is the purpose of the end stage report?
42.What is the purpose of the end project report?
43.What is the purpose of the checkpoint report?
44.What is the purpose of the highlight report?
45.What is the purpose of the lessons report?

46.With regard to the progress practice, what are the responsibilities of the
executive?

47.With regard to the progress practice, what are the responsibilities of the project
manager?

48.Regarding the progress practice, what is the key approach document that the
senior user, senior supplier and project assurance roles need to agree?

49.How does the progress practice support each of the SEVEN principles?

50.How does the progress practice support forecasting?
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1. What is the purpose of the progress practice?
A. To forecast whether the stage is on track to deliver on time and within budget

B. To capture information to enable past mistakes to be avoided by this project, or other
projects

C. To decide what to do about a product that does not meet quality specifications

D. To ensure that the user’s quality expectations are met by the delivery of the outputs

2. Which should be reviewed by the project board when making the decision about what
to do next with the project?

A. Digital and data management approach
B. End stage report
C. Highlight report

D. Checkpoint report

3. What is the definition of an exception?
A. A forecast that there will be a deviation beyond agreed tolerance levels

B. An uncertain event that, should it occur, will have an effect on the achievement of
objectives

C. A product that will not meet its quality specifications

D. A report to the project manager on the status of the work package
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4. How should the use of data and systems support effective progress management?

A. By focusing the efforts of the project management team on collecting data about
what has happened in the past

B. By providing accurate data to assist in predicting future project performance
C. By focusing the efforts of the project management team on manual data collection

D. By defining the tolerances against the seven performance targets for each
management level

5. According to the exception management technique, at which levels are projects
MOST LIKELY to identify issues that exceed stage tolerances?

A. Commissioning AND directing
B. Directing AND managing
C. Directing AND delivering

D. Managing AND delivering

6. Which statement BEST describes where progress should be monitored?
A. At stage boundaries at the end of each stage

B. At the project, stage, and work package level

C. At the product delivery level

D. At project closure when project costs are being calculated
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7. The project manager needs to inform the project board of what approved products
are outstanding before the project board approves further work.

In which management product should the project manager record this information?
A. Checkpoint report

B. Highlight report

C. End stage report

D. End project report

8. Identify the missing word in the following sentence:

The business layer, outside the project team, sets the overall requirements and [?] levels
for the project.

A. Tolerance
B. Issue
C. Forecast

D. Risk
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1. What is the purpose of the progress practice?

B. To capture information to enable past mistakes to be avoided by this project, or other
projects

C. To decide what to do about a product that does not meet quality specifications

D. To ensure that the user’s quality expectations are met by the delivery of the outputs
“The purpose of the progress practice is to: establish mechanisms to

monitor and compare actual achievements against those planned [and] provide a

forecast for the project’s objectives and continued viability."

2. Which should be reviewed by the project board when making the decision about what
to do next with the project?

A. Digital and data management approach

C. Highlight report
D. Checkpoint report

The end stage report is used "to give a summary of progress to date, the
overall project situation, and sufficient information to ask for a project board decision

on what to do next with the project.”
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3. What is the definition of an exception?

B. An uncertain event that, should it occur, will have an effect on the achievement of
objectives

C. A product that will not meet its quality specifications
D. A report to the project manager on the status of the work package

An exception is "A situation where it can be forecast that there will be a
deviation beyond the tolerance levels agreed between the project manager and the
project board (or between the project board and business layer)."

4. How should the use of data and systems support effective progress management?

A. By focusing the efforts of the project management team on collecting data about
what has happened in the past

C. By focusing the efforts of the project management team on manual data collection

D. By defining the tolerances against the seven performance targets for each
management level

As part of 'use of data and systems in progress management’, "data and
technology help manage projects more accurately by supporting progress tracking and
decision-making." In addition, “Progress reviews are not confined to looking backwards.
After having secured and stored the data through systems, past performance can be
used to predict future performance.

5. According to the exception management technique, at which levels are projects
MOST LIKELY to identify issues that exceed stage tolerances?

A. Commissioning AND directing
B. Directing AND managing

C. Directing AND delivering
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As part of the exception management procedure, "issues are often
encountered in the delivering level of the project that will take the stage outside one of
the stage tolerances. It may also occur during the managing level for those issues that
are not driven from delivery problems."

6. Which statement BEST describes where progress should be monitored?

A. At stage boundaries at the end of each stage

C. At the product delivery level
D. At project closure when project costs are being calculated

"A key component of project management is controlling the project’s
progress, which ensures that the project remains viable against its approved business
case. Progress control involves measuring actual progress against the performance
targets of benefits, time, cost, quality, scope, sustainability, and risk. This information is
used to make decisions such as whether to approve a stage or work package, whether
to escalate deviations, or whether to prematurely close the project, and to take actions
as required. Progress can be monitored at work package, stage and project level."

7. The project manager needs to inform the project board of what approved products
are outstanding before the project board approves further work.

In which management product should the project manager record this information?
A. Checkpoint report

B. Highlight report

D. End project report

End stage reports are produced by the project manager at the end of each
stage "to give a summary of progress to date, the overall project situation, and sufficient
information to ask for a project board decision on what to do next with the project.” A
stage is defined as "the section of a project that the project manager is managing on
behalf of the project board at any one time."
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8. Identify the missing word in the following sentence:

The business layer, outside the project team, sets the overall requirements and [?] levels
for the project.

B. Issue
C. Forecast

D. Risk

The business layer, outside the project team, sets the overall requirements
and tolerance levels for the project."
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Here are three items of information about the 'progress' of the project.
Which management product (A-E) should they be recorded in?

Choose only ONE product for each piece of information. Each product can be used
once, more than once, or not at all.

A. Exception report
B. Daily log

C. Highlight report
D. Checkpoint report
E. End project report

1. During stage 2, the time tolerance is +1 week. The project manager forecasts that a
delay to the media training will result in a 2-week delay to the stage

2. The project had repeated issues with more staff leaving NowByou during the project
than originally expected. This resulted in extra training of new staff members in media
usage and caused delays throughout the project

3. The research team manager delivering the options analysis work package has
collected data to inform the project manager about how the options analysis is
progressing

4. The project is in stage 1 and the Contracted Project Manager is drafting the controls
to be included in the project initiation documentation. The Contracted Project Manager
has identified that the project management maturity of NowByou is low. As a result,
they suggested that the stage 2 plan should include details of what is to be achieved
week by week. This will enable more frequent reporting against the stage plan by the
team managers gathering the high-level requirements and completing the options
analysis.

Is this an appropriate application of the ‘progress’ practice, and why?

A. Yes, because the project management maturity of the organization is very low, and
reporting should be more frequent when teams are inexperienced

B. Yes, because the project manager should negotiate the effort, cost and time to
deliver each of the work packages with the team managers

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 80



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

C. No, because the team managers should be allowed to control the work of the work
packages within the tolerances agreed with the project manager

D. No, because the project manager should have agreed tolerances for each of the
seven types of tolerance with the team managers to enable control

5. The project is in stage 1 and tolerances need to be defined. The Contracted Project
Manager is holding a workshop with the Director of Campaigns and other project board
members. They need to decide whether delivering a high-quality campaign that will
generate more donations and awareness is more important than on time delivery.

Is making this decision an appropriate application of the ‘progress’ practice, and why?

A. Yes, because the project board should 'manage by exception' by monitoring progress
against the project plan

B. Yes, because the project board should prioritize the constraints in order to allocate
tolerances for the project and each stage

C. No, because the project manager should work with the team managers to prioritize
the constraints and set work package tolerances

D. No, because the project manager should include the required level of detail in the
project plan to enable control by the project board

Here are three items of information relating to the 'progress' practice.

Which management product (A-E) should they be recorded in?

Choose only ONE option. Each option can be used once, more than once or not at all.
A. Exception report

B. Daily log

C. Highlight report

D. Checkpoint report

E. End project report

6. At the end of stage 3, the Director of Campaigns stated that the implementation of
the chosen option had gone well. But the Marketing Agency advised that that the TV
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campaign would have been more successful if it had been run at the same time as the
social media campaign.

7. The time tolerance for stage 2 is +1 week. The options analysis has been delayed and
the end of the stage will be delayed by two weeks. The project manager has suggested
that the stage end should be delayed by two weeks to ensure the options are fully
considered before implementing the chosen option in stage 3

8. During stage 2, the team manager for the options analysis confirmed that TV
advertising would be affordable after all, despite having been worried, earlier in the
stage, that it might be too expensive

9. A graduate trainee has just been appointed as project manager from stage 3
onwards.

They have suggested that time-driven controls are not needed, because the project is
moving into the final stage where the chosen option is implemented.

Is this an appropriate application of the ‘progress’ practice, and why?

A. Yes, because event-driven controls should be used once the implementation of the
chosen option is underway in the final stage

B. Yes, because the project board should make the decision about how to control the
work of stage 3, at the end of stage 2

C. No, because the project manager should update the project board on the stage's
progress and status at agreed intervals during stage 3

D. No, because the project manager should report to the project board if the stage 3
tolerances are forecast to be exceeded

10. The project is in stage 1 and the project manager has recorded the following entry in
the daily log:

“The Police Liaison Officer has been busy every time | have requested a meeting with
them. | need to discuss with the Director of Campaigns why the Police Liaison Officer
may be reluctant to engage with me about this project.”

Is this an appropriate application of the ‘progress’ practice, and why?

A. Yes, because this matter should be recorded in the daily log so it can be handled in a
discrete manner
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B. Yes, because the project manager should actively record and implement lessons
throughout the project

C. No, because this is an important issue that should be captured in the issue register
for resolution

D. No, because the project manager should produce an issue report to capture and
analyse the matter
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Here are three items of information about the 'progress' of the project.
Which management product (A-E) should they be recorded in?

Choose only ONE product for each piece of information. Each product can be used
once, more than once, or not at all.

A. Exception report
B. Daily log

C. Highlight report
D. Checkpoint report
E. End project report

1. During stage 2, the time tolerance is +1 week. The project manager forecasts that a
delay to the media training will result in a 2-week delay to the stage

This is an issue that exceeds stage tolerance by 1 week.

Therefore, an exception report will need to be sent to the project board "to inform the
project board when a stage plan or project plan is forecast to exceed tolerance levels
set, and to offer options and recommendations for the way to proceed."

2. The project had repeated issues with more staff leaving NowByou during the project
than originally expected. This resulted in extra training of new staff members in media
usage and caused delays throughout the project

This is reflecting back on the project and summarizing the issue of high staff
turnover. This should be reported as part of the end project report and will lead into the
lessons report also. The purpose of the end project report is “to review how the project
performed against the version of the project initiation documentation used to authorize
it.”

3. The research team manager delivering the options analysis work package has
collected data to inform the project manager about how the options analysis is
progressing

The purpose of a checkpoint report is “to report to the project manager the
status of the work package at a frequency defined in the work package.” A checkpoint
report is issued by a team manager to the project manager.
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4. The project is in stage 1 and the Contracted Project Manager is drafting the controls
to be included in the project initiation documentation. The Contracted Project Manager
has identified that the project management maturity of NowByou is low. As a result,
they suggested that the stage 2 plan should include details of what is to be achieved
week by week. This will enable more frequent reporting against the stage plan by the
team managers gathering the high-level requirements and completing the options
analysis.

Is this an appropriate application of the ‘progress’ practice, and why?

B. Yes, because the project manager should negotiate the effort, cost and time to
deliver each of the work packages with the team managers

C. No, because the team managers should be allowed to control the work of the work
packages within the tolerances agreed with the project manager

D. No, because the project manager should have agreed tolerances for each of the
seven types of tolerance with the team managers to enable control

“... for an inexperienced team the project manager or project board may wish
to increase the frequency of reporting until sufficient confidence has been gained in the
capability of the team.” Therefore, “... the stage plan will have to include what needs to
be achieved week by week.”

5. The project is in stage 1 and tolerances need to be defined. The Contracted Project
Manager is holding a workshop with the Director of Campaigns and other project board
members. They need to decide whether delivering a high-quality campaign that will
generate more donations and awareness is more important than on time delivery.

Is making this decision an appropriate application of the ‘progress’ practice, and why?

A. Yes, because the project board should 'manage by exception' by monitoring progress
against the project plan

C. No, because the project manager should work with the team managers to prioritize
the constraints and set work package tolerances

Projex Academy |PRINCE2 7t Edition handbook17|© david geoffrey litten Page | 85



HANDBOOK SEVENTEEN PRINCE2 7t Edition Masterclass

D. No, because the project manager should include the required level of detail in the
project plan to enable control by the project board

“The project board has overall control at a project level... and will allocate
tolerances for each stage to the project manager.” To do so, they need “A crucial
element of effective planning is understanding which constraints take precedence, to
select which approaches to use, and the appropriate tolerances for control.”

Here are three items of information relating to the 'progress’ practice.

Which management product (A-E) should they be recorded in?

Choose only ONE option. Each option can be used once, more than once or not at all.
A. Exception report

B. Daily log

C. Highlight report

D. Checkpoint report

E. End project report

6. At the end of stage 3, the Director of Campaigns stated that the implementation of
the chosen option had gone well. But the Marketing Agency advised that that the TV
campaign would have been more successful if it had been run at the same time as the
social media campaign.

The end project report should include "Product review: a review of products,
off-specifications, project product handover, and lessons." Here, this is both a review of
the implementation of the chosen option and a lesson at the end of stage 3, the final
stage.

7. The time tolerance for stage 2 is +1 week. The options analysis has been delayed and
the end of the stage will be delayed by two weeks. The project manager has suggested
that the stage end should be delayed by two weeks to ensure the options are fully
considered before implementing the chosen option in stage 3

An exception report should include "Consequences of the exception what
the implications are if the deviation is not addressed for the project and the business."
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In addition, it should include "Recommendation of the available options, which is
recommended, and why?”

8. During stage 2, the team manager for the options analysis confirmed that TV
advertising would be affordable after all, despite having been worried, earlier in the
stage, that it might be too expensive

A check point report should include "Issues and risks an update on issues
and risks associated with the work package." Here, this is an update about a risk
relating to the affordability of one of the options.

9. A graduate trainee has just been appointed as project manager from stage 3
onwards.

They have suggested that time-driven controls are not needed, because the project is
moving into the final stage where the chosen option is implemented.

Is this an appropriate application of the ‘progress’ practice, and why?

A. Yes, because event-driven controls should be used once the implementation of the
chosen option is underway in the final stage

B. Yes, because the project board should make the decision about how to control the
work of stage 3, at the end of stage 2

D. No, because the project manager should report to the project board if the stage 3
tolerances are forecast to be exceeded

"Time-driven control: A management control that occurs at predefined
periodic intervals. For example, this could be producing highlight reports for the project
board.” In addition, "monitoring and reporting require a time-based approach whereas
control (decision-making) is an event based activity." Therefore, both time- and event-
based controls are required during a stage. And as the project manager is less
experienced, more frequent reporting may even be appropriate. "The frequency of
reporting should reflect the level of control required, and this is likely to vary during the
project. For example, if the team is highly experienced, then less frequent reporting may
be appropriate. Whereas for an inexperienced team the project manager or project
board may wish to increase the frequency of reporting."
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10. The project is in stage 1 and the project manager has recorded the following entry in
the daily log:

“The Police Liaison Officer has been busy every time | have requested a meeting with
them. | need to discuss with the Director of Campaigns why the Police Liaison Officer
may be reluctant to engage with me about this project.”

Is this an appropriate application of the ‘progress’ practice, and why?

B. Yes, because the project manager should actively record and implement lessons
throughout the project

C. No, because this is an important issue that should be captured in the issue register
for resolution

D. No, because the project manager should produce an issue report to capture and
analyse the matter

"The daily log can also be used to record informal issues... The difference
between a formal issue and an informal issue is that a formal issue will be captured in
the issue register as an open forum... An informal issue is one which... requires handling
in a suitable manner where open access would be inappropriate.”
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