Risk Log

<<Project Name>>



<<Network Name>>

Template instructions: All text in italics is instructional and will help you to complete the template.  It should be removed from your document.  Text in double angle brackets (<<) should be replaced.

A list of any risks that have been identified for the project.  This list should first be created using the list of risks identified in the Project Charter, and added to or changed as needed through the rest of the project.

Ensuring that risks are avoided or that their impact is minimized if they can’t be avoided is a key responsibility of the project manager.  This log should be discussed as part of status meetings with the project team and you should also ensure that the Project Sponsor, Steering Committee (if applicable) and funder are quite aware of each risk and its status.
It is important to give each risk a priority (high, medium or low), based on a) the potential or expected impact that the risk would have if it occurred and b) the likelihood that the risk will occur.  You should work with the project team and other stakeholders to identify the priority of each risk as projects are often influenced by factors outside of a project manager’s control.

If any risks no longer apply, you should put them at the bottom of the list and indicate that they have been avoided (e.g., by graying them out) as they may need to be referenced later.
<<Project Name>>
Risk Log

Last Updated: <<DATE, TIME>>
	ID
	Risk Description
	Warning Signs

Owned By
	Actions to Avoid Risk
Owned By
	Actions to Minimize Impact of Risk
Owned By
	Priority
	Status

	<#>
	Brief description of risk (2-5 words) along with a somewhat more detailed explanation (<25 words)

For example:

Curriculum not delivered by scheduled date
The schedule for completing and reviewing the curriculum is rather aggressive, and any delays will jeopardize our ability to deliver by the expected date o Nov. 29, 2010.
	List of expected warning signs that the risk is about to occur or has occurred, and the person or group responsible for watching for them
For example:

-Delays in activities leading up to writing curriculum (J. Hicks)
-Writing of curriculum not started on expected date (J. Hicks)
	List of actions that should be or have been taken to avoid the risk
For example:
Closely monitor schedule and adjust as needed (J. Hicks)


	List of actions that should be taken to minimize the impact of a risk which cannot be avoided

For example:

Prepare a second resource to write less-critical parts of the curriculum concurrent with the main writer (S. Collins)
Defer lower priority activities until later in the project (J. Hicks) 
	High, medium or low
	Possible, likely or has occurred

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


#Project Name# - Risk Log v#.# (MMM DD-YY).dot

Page 1

