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PURPOSE
The enclosed Risk Questionnaires provide a framework for the identification, qualification and quantification of Risk.

It is divided into three main sections and tenderers shall complete ALL sections.

1.  RISK SUMMARY SHEET - QUESTIONNAIRE 1. (RQ1)

A one line summary of each risk identified within the project. 

2.  QUALITATIVE ASSESSMENT - QUESTIONNAIRE 2. (RQ2)

Requires a detailed assessment of all risks (as listed in RQ1) in terms of probability, impact and the project network activity/activities/area it affects. One questionnaire shall be completed for each risk within the project.

3.  QUANTITATIVE ASSESSMENT - QUESTIONNAIRE 3. (RQ3)

RQ3 quantifies the impact of risk schedule. An RQ3 must be completed for each activity on the high level PERT or Gantt chart.. The information provided will be used, in conjunction with an activity precedence table also to be provided (see note 1 page 2), to predict the likely spread of dates within the project. A statement is required to indicate which risks, if any, have been included in the three point estimates for activity duration. 
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INTRODUCTION
The three Risk Questionnaires have been designed to present data in a structured and logical manner.  The presentation of results to a common format has been adopted to ease the task of tender assessment.  All white boxes within the three questionnaires shall be completed as outlined below.

Questionnaire 1.

Risk Summary Sheet
A "one-line” entry for each of the identified risks to gain an initial insight into the programme.  It will also provide an effective summary for management reporting and a basis for further analysis.



Questionnaire 2.
Qualitative Assessment
A more detailed assessment to be used in conjunction with the Risk Summary Sheet.  It will be used as a basis for the qualitative assessment of the project and tenderers shall provide statements for the activities/areas within the project detailing:

a. A description of the risk and Ser. No. 

b. A description of the project Network activity/area affected by the risk.

c. Its probability of occurrence.

d. Its effect or Impact on the project.

e. How the risk is to be contained and what fallback plans are being made in the eventuality of the risk occurring.



Questionnaire 3.
Quantitative Assessment
This Questionnaire shall be completed in conjunction with the high level network which shall be sufficiently detailed to identify the key project activities and milestones.  Further statements shall be provided in the form of three point (probabilistic) estimates in order to evaluate the spread of major milestones/end dates within the project as well as the amount of novel technologies used.



Notes: 
1. A top level Programme Plan/Risk Network (with tens rather than hundreds of activities) and a separate list of all activity precedence/ constraints/ leads /lags shall be provided to aid the whole of this assessment,  It is important that each of the activities in the project network are cross referenced to the risks identified in the Risk Summary Sheet.

2.  Detailed instructions are available at the end of each questionnaire. 












Definitions

Project:  NAME













Probability of Occurrence: 



Project



Units : % age or a decimal



Definition











H - High Probability
- More Likely to happen than not (> 51% <100%)














M - Medium Probability
- Fairly likely to occur (21% - 50%)














L - Low Probability
- Low, but not impossible (0% - 20%)














Impact on Programme (Schedule):



Wks /  Months




causes






H - High 
- a large delay to the activity/Programme ( > 31%)














M - Medium 
- a significant slip to the activity/Programme (11% - 30%)














L - Low 
- a small slip to the activity/Programme (1% - 10%)














N - Nil impact
- No effect on the Programme














Impact on Cost:



£k











H - High 
- Large increase to total cost ( > 31%)


 











M - Medium 
- Significant increase in total cost (11% - 30%)


 











L - Low 
- Small increase in total cost (1% - 10%)


 











N - Nil impact
- No effect on cost














Impact on Performance:















H - High 
- Major shortfalls in key parameters














M - Medium 
- Some shortfalls in one or two areas














L - Low 
- A few shortfalls in secondary parameters














N - Nil impact
- System will fully meet the requirements
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RISK QUESTIONNAIRE 1




Project
 NAME
















Date:


SUMMARY SHEET 




Issue 

















Serial  No.
Risk Title
Activities affected
Probability

Impact

Risk Reduction Measure/Fallbacks
Ownership








Performance
Schedule
Cost




































































































































































































































Summary Sheet Instructions

IMPACT SUMMARY  :     Probability v Impact Diagrams



(Provide one for Performance, Schedule  and Cost)

The questionnaire should be completed as follows:





Serial No  - Give each risk a unique number










Risk Title - Describe the Nature of the Risk.

 

I

M
High





* Probability - Specify either High, Medium or Low



P

A
Medium





* Impacts - Specify either High, Medium, Low or Nil.



C

T
Low





Risk Reduction Methods/Fallbacks - Identify any measure that might be implemented should the risk occur.




Nil





Ownership - Specify where the responsibility for the risk lies - e.g.. with MoD, Contractor, Shared or other.




Low
Medium
High


Complete the summary Probability v Impact table opposite, to show the risk impact to project of all the risks detailed on page 1.  Please identify each of the risks used in the impact diagram.



       PROBABILITY

* - See Definitions page 3

Project:...  NAME..................................












RISK QUESTIONNAIRE 2









QUALITATIVE ASSESSMENT









1. Risk Serial No.(See Note1)



PROJECT

  NAME 













Risk Title:



















Prepared by :



















Date:





























2. Description of Network Activity/Activities/area affected by risk;  Refer to the top level  Programme plan /Risk Network (See Note 2)



















Network Activity /Area Title

Network Ref.  No. 
Description


% spread of the risk  



















































































3. Description of Risk:    (See Note 3)













































































































4. Ownership (Organisation, Area or Individual responsible for work/risk -See Note 4)












































 Risk Serial No



Risk Title

























5. Probability of risk occurring, subsequent impact & rationale (See Note 5)














 














a) Performance





























Reasons for box marking








Tick one box











    














 

H












I

m

M












pa

L












ct

Nil












 


L
M
H












Probability




















b) Cost














Reasons for box marking








Tick one box











    














 

H












I

m 

M












pa

L












ct

Nil












 


L
M
H












Probability




















c) Schedule





























Reasons for box marking








Tick one box











    














 

H












I

m 

M












pa

L












ct

Nil












 


L
M
H












Probability












































Risk Serial No



Risk Title













6. Risk Reduction Measures:  (See Note 6)
















































































6a  Secondary Risks:    (See Note 6a)






























































7. Fall Back Plans.  (See Note 7)


































































































7a  Secondary Risks:    (See Note 7a)






























































8. Latest Decision date to implement Fall Back Plan.  (See Note 8)






































































RISK QUESTIONNAIRE 2
QUALITATIVE ASSESSMENT 

INSTRUCTIONS
This Risk Questionnaire 2, shall be used in conjunction with Risk Questionnaire 1 (Summary Sheet), to form a more detailed qualitative assessment of the risks identified.  One Questionnaire 2 shall be completed for each risk identified and should be associated with the top level Programme Plan/Risk Network. The questionnaire comprises three sheets containing eight questions, all of which shall be answered or where appropriate, endorsed "not applicable". The following provides a guide to answering the questions but a degree of lateral thinking is necessary for any risk analysis:-

1. Serial No.  Use the same numbers and Risk title as the Risk Summary.  Also enter the name of the individual who completed the questionnaire.  Issue number and Date must also be entered so that earlier issues can be identified; this is important as risk is dynamic and may change with time.

2. Description of Network Activity/Area.  A brief description of the project activity/area, this task may either be in respect of an activity in a network e.g. manufacture prototype, or functional area which may span, and be contained within the entire Programme. Where multiple activities are identified , indicate %age of the risk impact on each. These activities shall relate to the Network/Gantt/Bar Chart Programme Plan you are to supply.

3. Description of the Risk. A brief description of the nature of the perceived risk indicating whether performance, cost or schedule, what may cause it, and how it may be identified (early indicators etc.).

4. Ownership.  Enter the organisation and/or individual that is mainly responsible for the risk (e.g. Contractor, M.o.D., Shared or other).

5. Probability and Impact.  Enter in the matrix your view as to the impact and probability of the risk occurring.  Definitions for each assessed level (High, Medium, Low) are given on page 3 (introduction) of the questionnaires.  Separate assessments are required for performance, cost and schedule risk. In each case a brief rationale and the basis underlying your assessment is required in the box provided.

6. Risk Reduction measures.   A brief description of the measures, if any, that are available to prevent or contain the risk to a minimum, and where there are options, which measure(s) would initially be pursued.

6a. Secondary Risks.  Highlight any secondary risk which may occur as a result of invoking each preventative measure, e.g. cost, but bear in mind who is affected (e.g. M.o.D. etc.).


7. Fall Back Plans.  A brief description of any alternative Programme that could be adopted to overcome the risk.

7a.  Secondary Risks.  Highlight any secondary risks, which may occur as a result of invoking a fallback plan. e.g. from the point of view of, performance reduction, schedule and or cost.

8. Latest Decision date to Implement.  Indicate the latest date the fallback plan can be invoked without delaying the overall Project schedule. 


RISK QUESTIONNAIRE 3













QUANTITATIVE ASSESSMENT



























Network Activity No.


Network activity  Title



Risk No’s. associated




















SECTION 1 Risk Functional Areas













Labour Force













  Not applicable







0





  Ample staff with some spare capacity




 


1





  Sufficient staff







2





  Insufficient staff, agency labour / some recruitment required







3





  Major recruitment needed to carry out task







4



















Plant/Equipment/Test Facilities













  Not applicable







0





  All available







1





  Minor modification needed to existing equipment







2





  Major modification to existing equipment







3





  New plant required.







4



















Material/Resources Availability













  Not applicable







0





  Materials readily available off the shelf




 


1





  Long lead items required







2





  Specialist new materials (state of the art)







3





  Specific "custom" made materials/devices required







4



















Technology













  Not applicable







0





  Known and proven technology




 


1





  Some unproven technology







2





  Considerable unproven technology







3





  Wholly unproven/innovative technology







4



















Planning Activity Duration













  Planned with slack included







1





  Planned with no slack




 


2





  Planned with overtime etc.







3





  Project re-scheduling required.







4



















SECTION 2 Overall Project Activity Duration.













Probabilistic Estimate




Distribution type
Supplementary Data







Minimum





No. days /week







Most Likely

}
days/weeks/months*


estimated







Maximum





Planned duration duration










*Delete as appropriate


 used in network.




















Risk Questionnaire 3 - Quantitative Assessment 

Instructions
The Risk Questionnaire 3 shall be used in conjunction with Risk Questionnaire 1 (Summary Sheet) and 2 (Qualitative), and provide the basis for quantitative probabilistic network analysis of the entire project Programme in order to predict the spread of likely major milestone completion dates. To complete the questionnaire, a high level linked PERT activity network of the project is required embracing the risks highlighted in the Qualitative Assessment.  The  risk serial numbers shall correspond with those used in the questionnaires 1 & 2 .and activity numbers relate to the PERT network.

One questionnaire 3 shall be completed for each activity in the network.  The questionnaire comprises one sheet divided into two sections.  Some risks may be global rather than specific to a particular network activity (e.g. reliability).  Such global risks shall be incorporated into the assessment of the network activity affected or alternatively a separate sub-network shall be constructed. Where an activity is subjected to risk or risks what %age of schedule impact falls to this activity.

Section 1 - Risk Functional Areas.
This section is used to identify the functional areas from which the risk may derive, namely:-

a)    Labour force

b)    Plant/Equipment/Test Facilities

c)    Material/Resources Availability

d)    Technology

e)    Planning Activity Duration

For each area, indicate the severity of the risk by selecting one of the boxes 0 to 4.  Suggested descriptions for each box are given on the questionnaire.

Section 2 - Overall Duration of Project Activities.
In order to run a risk simulation of the network, it is necessary to provide probabilistic three point estimates of the planned project activity in terms of elapsed time, i.e. including holidays, etc. These are :-

Minimum -  The time estimated to complete the project activity given, within reason, the maximum use of resources/facilities and the need for minimal rectification. 

Most Likely - The time estimated to complete the project activity given normal constraints on resources and facilities and making reasonable allowances for technical problems, rectification and/or iterative processes e.g. debugging of software Programme code.

Maximum -  The time estimated to complete the project activity given the worst case envisaged for limited resources/facilities and/or technical problems requiring considerable rectification/ re-testing but excluding fallback options.. Where risk, if any,  is included  in the estimate, please state risk serial numbers and what proportion of their schedule impacts falls to the activity. 

Supplementary Data - Indicate whether the estimates are in days/weeks/months. Where the estimate is in days, indicate the number per week assumed in your estimate, i.e. an activity with a duration of 35 days, with a 7 day working week will take 5 weeks, whereas with a 5 day working week it will take 7 weeks. Where planned duration used in network differs from that shown as Most Likely , please give reason. 
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