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PROJECT RISK ASSESSMENT – STATEMENT OF WORK (SOW) APPROVAL FOR TECHNOLOGY PROJECTS

	Project Name:
	<Project Name> Risk Assessment and Mitigation Plan

	Prepared by:
	

	Date (MM/DD/YYYY):
	


	1.  Background

	Provide a brief, high-level description of <Project Name>:

	


	2.  Overview

	The <Project Name> project must undergo risk assessment and mitigation planning.  


	3.  Key Items

	· The vendor who is awarded this engagement cannot be connected in any way to any other part of the <Project Name> project.

· The vendor’s approach to this assessment and mitigation should, at a minimum, closely align with the <ORGANIZATION’S> approach to project risk management. This approach consists of processes, methods, and tools for managing risks in a project. It provides a framework for proactive decision making to: 

· Assess continuously what could go wrong (risks) 

· Determine which risks are important to deal with (impact and prioritization) 

· Implement strategies to deal with those risks (mitigation) 

· Monitor and control  (tracking) 

· More information about this approach may be found in the <ORGANIZATION> Project Management Methodology document and in the Risk Management Plan template.

· The core deliverable of this engagement must be a Risk Response Plan (see example: Attachment A) that the project can use in meeting its stated goals.


	4.  Goal

	To identify and assess the risks associated with the <Project Name> project, and to recommend strategies for responding to the risks identified.


	5.  Tasks and Deliverables

	For the <Project Name> project, four tasks are to be performed as described below:

	Task 1 – Identify potential areas of risk in the <Project Name> project.

	This task must be accomplished by tailoring a Risk Assessment Questionnaire (see examples: Attachment B) with appropriate questions for the project/program being assessed. The vendor must choose one of these options:

· Utilize/develop similar questionnaires appropriate to the type of project being assessed and submit these as a part of their proposal

· Use the attached questionnaire

Potential categories of risk in a project include Scope, Schedule, Budget, Project Linkages, Human resources, Executive Support, Business/Organization Impact, Technology, and Vendor. The risks in these categories have complex interactions and interdependencies with each other. The assessment should also include these sources of risk associated with the project:

	Strategic Alignment: The degree to which project is consistent and compatible with both the <ORGANIZATION’S> mission, goals, and priorities, from business and IT perspectives.

	Project Constraints: The contractual, resource, and operational factors within the project. For example, staff, budget, schedule, vendor contracts, <Project Name> management. The data collection methodology must include, but is not limited to:

· Interviews with key stakeholders as identified by the <Project Name> Resource Plan. Telephone, e-mail or fax correspondence may be used for follow-up questions.

· Review of existing <Project Name> project plans, and other project documentation.

· Review of <Project Name> FY <YYYY> budget.

· Review of <ORGANIZATION> vision and goals for project management and architectural alignment.

	Deliverable: Completed questionnaire(s).

	

	Task 2 – Analyze the risks identified.

	This task should be accomplished by developing Risk Scores, Priorities and Signs and Symptoms using the Risk Response Plan Template (see example: Attachment C), or another instrument substantially equivalent. The template should be tailored to reflect the various questionnaires provided and utilized for Task 1 above.  The process used to complete these portions of the Risk Response Plan Template must include, but is not limited to, the following steps:

· Rate each risk according to likelihood and degree of impact to the project

· Select the highest risks identified

· Document the Impact Area and Signs and Symptoms, and calculate Risk Scores and Priorities in the Risk Response Plan for each selected risk.

	Deliverable: Impact Area and Signs and Symptoms, Risk Score and Priority portions of Risk Response Plan and appraisal of risk exposure.

	

	Task 3 – Recommend strategies to manage and mitigate the risks identified.

	The vendor may recommend risk response strategies based on prior knowledge and domain expertise. However, project stakeholders must also generate risk response strategies. When formulating risk response strategies, it is essential to consider the causes, sources, and elements of each risk. 

To successfully complete this task, the vendor must, but is not limited, to do the following:

· Recommend risk response strategies based on past experience with similar projects.

· Consult the Risk Assessment Questionnaire and Project Planning Risk Assessment Checklist (Section II) for sample action suggestions

· Establish appropriate “Action Plans” such as:

· Risk Avoidance (eliminate the cause)

· Risk Transfer (subcontract high-risk tasks)

· Risk Mitigation (minimize probability and impact)

· Risk Acceptance (establish contingency plans)

· Assign responsibilities (risk owners)

· Schedule the action (assign a “due date”)

· Document the actions and tracking information in the Risk Response Plan (C) 
.

	Deliverables: 

· Completed Risk Response Plan identifying risk response strategies by risk or risk group.

· Final report documenting the risk findings and suggestions to mitigate them.

	

	This Statement of Work does not obligate the <ORGANIZATION> to award a contract or complete this risk assessment project, and the <ORGANIZATION> reserves the right to cancel the solicitation if it is considered to be in its best interest.


	6.  Questions

	For questions regarding this Statement of Work, contact:

	· Name:
	

	· Department:
	

	· Address:
	

	· Telephone Number:
	(         ) 

	· E-Mail Address:
	


	7.  Response Requirements (suggested)

	Please provide the following information in your response:

	1. Contact Information

	a. President/CEO/Person-in-Charge: name, address, phone, e-mail.

	b. Engagement Manager: name, address, phone, e-mail.

	c. Project Manager assigned to this project: name, address, phone, e-mail, and résumé.

	2. Company Profile

	d. History of company.

	e. Ownership model (partnership, public, sole proprietor, subsidiary, etc.).

	f. Staff resources (categorize and enumerate all staff by role/responsibility and skill level).

	g. Organizational structure and philosophy.

	3. Qualifications 

	h. Describe your experience and track record relevant to project risk analysis and management.

	i. Report on similar risk analysis projects you have conducted, and describe the results produced.

	j. Provide the resumes of personnel who will be assigned to this project (identified staff must be available at the desired start date through the end the engagement).

	k. Provide a list of customer references relevant to this project that we may contact.

	4. Proposal

	l. Describe your approach to conducting a risk assessment and risk response plan analysis for this project.

	m. Provide samples of the risk analysis methodologies and tools you propose for this engagement.

	n. Specify in detail the tasks and deliverables you envision for this engagement.

	5. Project Plan

	o. Define tasks and timelines to develop and deliver the risk analysis.

	p. Provide table or Gantt chart detailing tasks, resources assigned, and cost estimate per task.

	6. Terms, Conditions, and Engagement Cost Estimate

	q. Hourly rates (categorize by role/responsibility and skill level).

	r. Number of staff assigned to accomplish tasks outlined (categorize by skills/roles).

	s. Cost breakdown by Tasks 1, 2, and 3.

	t. Overall project cost estimate.

	u. Requirements for support from project staff.


	8.  Response Format (suggested)

	Responses must be submitted in both print and electronic format. Please provide:

	· One (1) printed original

	· Five (5) copies of the printed document

	· One (1) electronic copy in Microsoft Word format on 3.5-inch floppy disk or CD-ROM.


	9.  Evaluation Criteria (suggested)

	Vendor responses will be evaluated and weighted based on the following:

	· Understanding of and ability to meet or exceed the requirements described in this document:
	20%

	· Qualifications and experience of the company and individuals assigned to this project:
	30%

	· Development of questionnaire:
	20%

	· Proposed work plan and schedule to accomplish the project:
	15%

	· Project cost detail and total cost of the project:
	15%


	10.  Responses (suggested)

	· Questions must be received by (specific time, date). 

· Answers to these questions will be (method of response to questions).

	· Responses must be received no later than (specific time, date). Late responses will not be considered.

	· Responses received in formats other than those prescribed will not be considered.

	· Submit responses to (address of department).

	· All costs incurred in responding to this SOW will be borne by the responder.

	· A decision may be expected on (date).

	· Work is expected to begin by (date).


	11.  Project Risk Assessment - SOW Approval / Signatures

	Project Name:
	

	Project Manager:
	

	I have reviewed the information contained in this Project Risk Assessment - SOW and agree:

	Name
	Title
	Signature
	Date

(MM/DD/YYYY)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The signatures above indicate an understanding of the purpose and content of this document by those signing it. By signing this document, they agree to this as the formal Project Risk Assessment - SOW document.
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