
 

Risk Analysis Process Summary 

Purpose:​
To identify, assess, and mitigate potential risks affecting operations, employees, clients, and stakeholders, 
ensuring business continuity and resilience. 

Scope:​
Covers internal operations, client relationships, partnerships, and compliance, financial, and reputational 
risks. 

Key Steps: 

1.​ Risk Identification: 
○​ Identify risks through brainstorming, checklists, and past records. 
○​ Categorize risks into operational, financial, compliance, and reputational areas. 

2.​ Risk Assessment: 
○​ Evaluate risks based on likelihood (High/Medium/Low) and impact (High/Medium/Low). 
○​ Prioritize risks using a simple risk matrix. 

3.​ Risk Mitigation: 
○​ Choose strategies: Avoid, Reduce, Transfer, or Accept. 
○​ Assign responsibilities for mitigation actions. 

4.​ Monitoring and Review: 
○​ Regularly review and update the risk register. 
○​ Include risk reviews in quarterly meetings or annual planning. 

Responsibilities: 

●​ Director: Oversees the process and ensures implementation. 
●​ Employees: Assist in identifying risks and following mitigation plans. 

Tools and Resources: 

●​ Risk Register: Document risks, assessments, and mitigation plans. 
●​ Risk Matrix: Prioritize risks visually. 
●​ Incident Reports: Learn from past issues. 

Reporting: 

●​ Quarterly reviews for ongoing risks. 
●​ Immediate escalation for critical risks. 

Benefits: 

●​ Protects operations, employees, clients, and reputation. 
●​ Builds trust and ensures resilience. 
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