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Email
Dear Marketing Manager and Office Manager,

给Marketing manager 和office manager写邮件，邀请他们来开会讨论你们公司可能会面临的五个严重的风险以及解决方法，给出开会时间地点

Thank you.

Kind Regards,
你的名字


Meeting Records
Date: 
Time: 
Location: 
Participant: 
简单写出会议中讨论的事情
Dear CEO,
给CEO发邮件，把risk management plan发给他，然后寻求他的同意

Thank you.

Regards,
你的名字


Dear Marketing Manager and Administrative Manager,
给marketing manager 和administrative manager发邮件，告诉他们会议结果，以及他们要负责的风险管理的哪些部分
Thank you.

Regards,
你的名字

Risk Management Plan
Risk management
The risk assessment process will be used by the management team to ensure risk control methods are included in all organisational planning, management of operations and governance.
Definitions
Definitions are based on the Australian and New Zealand Risk Management Standard AS/NZS 4360:2004.
Risk 
The chance of something happening which will have an impact upon objectives. It is measured in terms of consequence and likelihood. 
Likelihood 
A qualitative description or synonym for probability or frequency. 
Consequence
The outcome of an event or situation, expressed qualitatively or quantitatively, being a loss, injury, disadvantage or gain. There may be a range of possible outcomes associated with an event. 
Risk assessment 
The overall process of risk analysis and risk evaluation. 
Risk treatment/control methods
Selection and implementation of appropriate options for dealing with risk. Conceptually, treatment options will involve one or a combination of the following five strategies:
Avoid the risk. 
Reduce the likelihood of occurrence. 
Reduce the consequences of occurrence. 
Transfer the risk. 
Retain/accept the risk. 
Risk management process
The systematic application of management policies, procedures and practices to the tasks of establishing the context, identifying, analysing, evaluating, treating, monitoring and communicating risk. 
RISK ASSESSMENT

RISK IMPACT MATRIX
	Likelihood
	Consequences

	
	Extreme
	Very High
	Medium
	Low
	Extremely Low

	Highly likely
	Severe
	Severe
	High
	Major
	Significant

	Likely
	Severe
	High
	Major
	Significant
	Moderate

	Possible
	High
	Major
	Significant
	Moderate
	Low

	Unlikely
	Major
	Significant
	Moderate
	Low
	Minor

	Rare
	Significant
	Moderate 
	Low
	Minor 
	Minor


RISK CONSEQUENCE
	MEASURE
	DESCRIPTION

	Extreme
	· Operational performance would be compromised to the extent that the business is unable to meet obligations and liabilities in core areas
· The business would:
· be dysfunctional
· incure major financial loss
· would not be able to meet reporting requirements
· may not be able to recover

	Very High
	· Operational performance of one or more business areas or functions would be severely affected
· The business would not be able to meet all of its obligations and liabilities
· The business would not be able to meet major reporting requirements
· Recovering from the consequences would be costly and time consuming
· Stakeholders would be unable to pursue their rights and entitlements

	Medium
	· Operational performance would be compromised and revised planning would be required to overcome the situation to the business areas or functions
· The business would experience difficulty in complying with reporting requirements
· Recovery would be gradual and require detailed planning
· Stakeholders would experience considerable difficulty in pursing rights and entitlements

	Low
	· Slight inconvenience or difficulty in operational performance of business area or function
· Would not affect the business's reporting requirements
· Consequences would be handled quickly and without the need to divert resources
· Minor effects on stakeholders

	Extremely low
	· Operational performance would not be affected
· The business would meet reporting requirements
· Stakeholder interest would not be affected




RISK LIKELIHOOD 
	MEASURE
	DESCRIPTION

	Highly likely
	Is expected to occur in most situations 

	Likely
	Will probably occur in most situations

	Possible
	Might occur at some time

	Unlikely
	Could occur at some time

	Rare
	May occur in exceptional situations
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Risk assessment register
	1. Scope of assessment:
	建立零售商店

	1. Critical success factors:
	增加竞争力，增加产品种类，增加顾客……

	1. Internal & external stakeholders:
	经理，员工，原料供应者……



	Risk Description

	Likelihood
	Consequences Rating 
	Level of risk 
	Potential Impact 
	Actions and resource requirements
	Timeline
	Responsibility
	Monitoring process
	Priority Rating
(order to implement)
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