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Purpose
To establish the procedure for holding Risk Management Workshop and ensuring timely follow-up, including Risk Mitigation and Monitoring.
Background

In accordance with rules of sound financial management as well as the risk assessment, mitigation and monitoring framework of the EU funding, each Managing Authority under CF 1164/94 (ex-ISPA IA) should timely apply Risk Management procedures.

Procedure
	#
	Action
	Function / Person responsible
	Timing / Deadline
	Standard Form / Template

	1 
	RISK IDENTIFICATION

	1.1 
	Nominates permanent Risk Assessors
	Director of MA CF 1164/94
	At least 3 weeks prior to the (initial) annual risk workshop
	Appointment letter

	1.2 
	Initiates Annual Risk Workshop – informing Risk Assessors
	Director of MA CF 1164/94
	At least 2 weeks prior to the annual risk workshop
	Letter on arranging risk workshop

	1.3 
	Appoint the Chairperson from all Risk Assessors
	Director of MA CF 1164/94
	At the work shop
	Documented in the Annual Risk Workshop Minutes

	1.4 
	Identifies the risks 
	Each Risk Assessors individually
	At the work shop
	List of risks (Annex 1, Step 1 of Risk Database)

	1.5 
	Prepares the consolidated Lists of Risks and distributes it  risk assessors for step 2
	Chairperson
	At the work shop
	Consolidated list of risks (Annex 1 Step 2 of Risk Database)

	2 
	ASSESSMENT

	2.1 
	Assesses the impact and probability of each risk from the consolidated list
	Each Risk Assessors individually
	At the work shop
	Risk Assessment Results (Annex 1 Step 2 of Risk Database)

	2.2 
	Prepares consolidated Risk Assessment Results in a graphic or spreadsheet format and initiates a discussion to analyse the results. 


	Chairperson
	At the work shop
	Consolidated risk assessment results. Risk database entries (Annex 1 Step 3 of Risk Database –risk assessment results)

	2.3 
	In case of questionable risks, initiates reassessment (Step 2)
	Chairperson
	
	

	2.4 
	During the analyses determine the risk tolerance threshold, the measures for the most critical risks, the deadlines and responsible persons  (Step 3) 
	Risk Assessors
	At the work shop
	(Annex 1 Step 3 of Risk Database – risk assessment results)

	2.5 
	Documents the results of the Annual Risk Workshop in risk database
	Chairperson
	Within two days of finalisation of Annual Risk Workshop
	Risk management database entries and generation of a management plan

	2.6 
	Chair person sending resulting reports for approval to the MA Director 
	Chairperson
	Within two days of finalisation of Risk database entries
	Risk management database entries

	3 
	RISK MITIGATION

	1. 
	Appoint persons responsible for mitigating each risk
	Director of MA CF 1164/94
	Within 2 weeks after Annual Risk Workshop
	

	3.1 
	Suggest mitigating measures / controls by preparing risk mitigation plan (Annex 3) for the relevant responsibility areas. 
	Persons responsible
	Within 3 weeks after Annual Risk Workshop
	Risk mitigation plans (Annex 3) for critical risks. Part 3 of risk database

	3.2 
	Document in the risk database.
	Persons responsible

	
	

	3.3 
	Approves risk mitigation plans. 
Makes suggestions for additions / amendments, if needed.
	Head of MA CF 1164/94
	Within 4 weeks after Annual Risk Workshop
	Risk mitigation plans (Annex 3) for critical risks. Part 3 of risk database

	3.4 
	Make corrections, document measures / controls according to the management’s decision in risk management database Part 3.


	Persons responsible
	Within 4 weeks after Annual Risk Workshop

On a on-going basis
	Risk mitigation plan (Annex 3)

	3.5 
	Send copy of the Risk Mitigation Plan to the Chairperson for updating the Risk database (Part 3 – see Annex 3)
	Persons responsible
	
	

	3.6 
	Obtain the finalised risk mitigation plans; updating Risk Database  (Part 3 – see Annex 3)
	Chairperson
	Within four weeks after Annual Risk Workshop
	Part 3 of risk database (Annex 3)

	4 
	MONITORING

	4.1 
	Submit the updated risk mitigation plans prior to quarterly MA meetings to the Chairperson for updating the risk database (part 3 )
	Responsible persons
	Quarterly input and review
	Risk mitigation plan (Annex 3)

	4.2 
	Obtain the updated risk mitigation plans and update Risk Database  (Part 3 – see Annex 3)
	Chairperson
	On a on-going basis
	Part 3 of risk database (Annex 3)

	4.3 
	Initiate quarterly MA meetings for monitoring the achievement of the objectives set in the Risk Mitigation Plans. 
	Chairperson
	Quarterly
	Letter on arranging meetings

	4.4 
	Organise quarterly MA meetings and issuing the minutes of meetings to the participants.
	Chairperson
	1 week after quarterly MA meeting
	Minutes of quarterly MA meetings

	4.5 
	Prepares Updated Risk mitigation plans to be reported on the quarterly meetings.
	Chairperson
	By quarterly meeting
	Updated risk mitigation plans (updated part 3 of risk database) – Annex 2

	4.6 
	Prepares updated Risk Management Plan to be reported on the annual administration system risk meeting with all MAs and PA.
	Chairperson
	1 week before the annual risk meeting
	Updated Risk Management plan at the end of the year (updated part 2 of risk database) – Annex 2


Annex 1
List of Risks and risk assessment results (Part 1 of the Risk Database)

Step 1
List of Risks

	No
	Objective
	Risk

	1
	2
	3

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Step 2 
Individual Risk assessment
 

	Ref.
	Objective
	Risk

	Impact

	Probability

	1
	2
	3
	4
	5

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Step 3 
Analysis and Interpretation of the Risk Assessment Results
 

	Ref.
	Objective
	Risk

	Aggregate Impact

	Aggregate Probability

	Aggregate risk score (ARS)


	1
	2
	3
	4
	5
	6

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Annex 2
Risk Management Plan (Part 2 of the Risk Database)

	Item Number
	Risks in priority order
	ARS

	Preferred treatment options
	Estimated ARS after treatment
	Efficiency consideration
 A: accept 
 B: reject
	Responsible person
	Deadline for implementation
	How the risk and its treatment will be monitored

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	
	Name
	Signature and date

	Prepared by
	 
	 

	Checked by
	 
	 

	Approved by
	 
	 


Annex 3
Risk Mitigation Plan for Critical Risks (Part 3 of Risk Database)

	No of risk
	Category
	Group
	Type of risk
	Risk position
	Risk position after the treatment
	Deadline for risk solution

	
	e.g. Financial management
	e.g. Payments administration
	e.g. Efficiency
	[rank in the ARS list]
	[rank in the ARS list)
	e.g. Continuous

	Recommended solutions
	

	Planned actions
	

	Resources requirements
	

	Responsibilities for risk management
	

	The way of monitoring and required reports
	


	
	Name
	Signature and date

	Prepared by
	 
	 

	Checked by
	 
	 

	Approved by
	 
	 


RISK MITIGATION MONITORING

	First Quarterly Monitoring Meeting 

	Date:

	Up-dated status of mitigation measures
	

	Actions by the next monitoring meeting
	


	
	Name
	Signature
	Date

	Prepared by


	
	
	

	Approved by


	
	
	


RISK MITIGATION MONITORING
	Second Quarterly Monitoring Meeting 

	Date:

	Up-dated status of mitigation measures
	

	Actions by the next monitoring meeting
	


	
	Name
	Signature
	Date

	Prepared by


	
	
	

	Approved by


	
	
	


RISK MITIGATION MONITORING
	Third Quarterly Monitoring Meeting 

	Date:

	Up-dated status of mitigation measures
	

	Actions by the next monitoring meeting
	


	
	Name
	Signature
	Date

	Prepared by


	
	
	

	Approved by


	
	
	


RISK MITIGATION MONITORING
	Fourth Quarterly Monitoring

	Date:

	Up-dated status of mitigation measures
	

	Actions by the next monitoring meeting
	

	Recommendations given to the Annual Risk Assessment Workshop
	


	
	Name
	Signature
	Date

	Prepared by


	
	
	

	Approved by


	
	
	




















































































































































































































































































































































































































� The table is the outcome of Risk Identification.


� The table is the outcome of Risk Assessment.


� Before this template is given to the individual Risk Assessors, the list of risks shall be complete (e.g. Step 1 should be completed)


� The Chairman shall copy the objectives and the full list of risks into this table.  Columns 4 and 5 shall be empty when the table is sent to each Risk Assessor for individual assessment. Risk Assessors shall fill in columns 4 and 5 and send the table back to the Chairman, who shall thereafter perform the Risk Analysis. 


� The table is the outcome of Risk analysis.


� Before this template is given to the individual Risk Assessors, the list of risks shall be complete (e.g. Step 1 should be completed)


�  Column No 4 is the arithmetical average of all assessors’ assessments on the impact risk could have once realised (e.g. once all assessors have assessed all risks, the arithmetical average per each risk is calculated; the arithmetical average is found separately for impact and for probability). 


� In the column No 5 is the arithmetical average of all assessors’ assessments on the probability of risk realisation. 


� In the column No 6 is the aggregate risk score (ARS) which is the multiplication of columns 4 and 5 - the aggregate impact and probability per each risk . The table is sorted by ARS in descending order (For purposes of the Risk database file)


� ARS – Aggregater Risk Score





