[bookmark: _GoBack]PD05 A3 Project Risk Assignment 
Prepare a Standing Operating Procedure (SOP) that details how the project is to be controlled and any how risks that may affect the successful completion are to be monitored and their effects eliminated or minimized.
1. Introduction
Standard Operating Procedures (SOPs) are documents which clearly outline how consistency in executing a task, activity, or process can be achieved. SOPs focus on repeatability and practical execution of a set task, activity, or process, without the need to explain methodologies, theories or approaches. SOPs help to ensure that various operators/team members deliver the closes to identical outcome as possible, focusing on reducing individual operator variability.
2. Purpose
The purpose of this SOP is to describe how a specific project is to be controlled and how risks that may affect the successful completion are to be monitored and their effects eliminated or minimized.
3. Roles and Responsibilities
The overall Project Manager is responsible for the successful delivery of the project and the implementation of this SOP as part of the project. This objective is to be delivered together with the project team.
4. Monitoring and control
The below SOP focuses on monitoring and control, which focus on processes which are necessary to understand and the progress of the project and its products. In case of any issues and risks identified, corrective action can be taken to mitigate the issues.
In terms of the overall project a clear and structured change management policy should be set up for the assessment and authorisation of any changes to the project. This should include the following processes: recording change requests, accepting or rejecting change requests, safeguards to prevent unauthorised changes. This should also be further enhanced by a communication channel and process to inform stakeholders of any changes.
In terms of product monitoring, this can be done using corresponding product descriptions to identify if products deviate from what was agreed as part of the project, and if the deviations are still within tolerance.
5. SOP
This SOP details how the project is to be controlled and any how risks that may affect the successful completion are to be monitored and their effects eliminated or minimized.
· Verify if all work packages have been authorised – check if all work packages have been authorised, all required, and were approved. If any discrepancies are identified, look deeper into the issue to identify the root causes. Always ensure that the Project Manager provided the ‘go’ decision for a specific work package to be executed.

· Verify stage authorisation
· Check if the exception plan was approved (if required)
· Review the new work packages required (if applicable)
· Identify corrective action

· Review the status of all work packages – review the progress on all of the confirmed and approved work packages against the projected and approved timeline. Identify any deviations from the agreed timelines and anticipated progress. Document the findings accordingly to support the formulation and implementation of mitigating actions. 

· Receive the completed work packages and verify quality – acknowledge the receipt of the relevant work packages when they are handed over, review quality of the work packages against what was agreed and document any issues or deviations from what was agreed and anticipated.
· Ensure that the work defined by the work packages was completed
· Check if the Quality Register entries related to the product(s) are completed
· Review if all products gained the relevant approvals
· Update the Plan to capture completed work packages

· Review the status of the stages related to deliverables – review the current progress of the project and specific deliverables against the agreed plan and budget. Capture any deviations and document them in order to develop mitigating actions, to ensure the required level of control on the project.
· Review relevant period checkpoint reports
· Review the current plan – actuals vs forecast
· Review the product status
· Check for any quality issues
· Review the Risk Register
· Review the Issues Register
· Review any corrective actions and status
· Review the level of utilization of resources, capture variation
· Review the benefits plan, execute if any are due

· Report key highlights – provide key information and updates to the relevant project committee, to ensure visibility, transparency and awareness of progress.

· Capture and examine issues and risks – identify the key issues and risks, provide a detailed description of the issues and risks to ensure that the problems have been captured in full and can be understood by the project team. Look for relevant root causes and not just the symptoms.

· Verify the issue/risk and requirements of the issue
· Enter the issue/risk in the Issues Register
· Categorize the issues/risk
· Assess the severity of the issues/risk
· Prioritize the issues/risk
· Assess the impact of the issue/risk on the project and products
· Document the issue/risk
· Report the status of the issue/risk in line with the adopted strategy for communication

· Take corrective action – determine the corrective action for the identified issues and risks. Clearly capture the actions with associated timelines and owners, review on a regular basis together with relevant stakeholders and owners.

The above information as well as the SOP provide critical context as well as practical explanation for controlling and monitoring a project to ensure issues and risks are mitigated on time, and the impact is limited.
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