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	Date, Time, Place:	
	Date:
	Time:  (Start/Finish)
	Place:

	
	
	
	

	Roles:
	Leader:
	Timekeeper:
	Recorder:

	
	
	
	



	Materials to Bring:
	Risk Thought Starter List

	Pre-Work:
	Review “Risk Thought Starter List” and begin to think about risks that may impact the project.

	Meeting Purpose:
	The purpose of this meeting is to conduct a risk assessment for the “XYZ Project”. The risk assessment will aid in the planning and mitigation of adverse risk events reducing the likelihood and impact of such events.

	Agenda:
	

	
	Time
	Agenda Item
	Team Action
(I, C, D)*
	Discussion Leader

	
	10 min
	Introductions
	I
	Project Manager

	
	20 min
	Risk Training
	I
	Risk Facilitator

	
	60 min
	Risk Identification Part 1
	C
	Risk Facilitator

	
	10 min
	Break
	I
	N/A

	
	50 min
	Risk Identification Part 2
	C
	Risk Facilitator

	
	10 min
	Break
	I
	N/A

	
	70 min
	Risk Quantification
	D
	Risk Facilitator

	
	10 min
	Next Steps
	D
	Project Manager

	*
	I = Information
(information sharing/one-way)
	C = Consultation
(information sharing, questions, clarification, exchange of ideas)
	D = Decision Making
(information processing, analysis, and decision)

	
	Next Meeting

	
	Date: 

	Time:  (Start/Finish)
TBD
	Place:
TBD




Meeting Highlights
	Minutes
	

















	Action Item List

	Item
	Responsibility
	Status*
	Comments
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