[image: image1.png]SIS L




New Projects Risk Identification

Work Instructions

Owner/ Department: ZAF – Commercial                                     

	Overview
	This document list all associated actions for review when evaluating the new scope of services for a new tender or RFQ (Request for Quotation). The document will be completed by the SMSA ZAF Senior Management and Commercial team. 
All potential risks and actions must be addressed during the tender scope of services review, to allow for accurate costing calculation methodology, and minimize any risks associated with the scope of services in the tender document. 
Should SMSA ZAF, be successful in the tender bidding process, the detailed analysis of the scope of services will contribute to the successful project implementation. 
Where applicable other departments such as Finance, Human Capital, various Operational Departments and Information Technology will participate during the implementation of the new project. 


	Person Affected
	Customer Services Department, Operational Departments, Human Capital, Finance, Information Technology.

	
	1.  SMSA ZAF Senior Management with the Commercial Department team will evaluate and discuss the:

· Scope of services in the tender or RFQ, prior to confirming tender participation
Identify the various potential risk factors associated with the scope of services information received in the tender document and or new customer project. 
2. The SMSA ZAF New Project Risk Identification Master document, listing all relevant information to analyse the scope of services for a new tender or RFQ, will be completed by the Commercial Department.  The form is divided into two sections, a pre and post activity, and the pre activity section will be completed in detail. The post activity will be completed after submission of the tender or RFQ documents. 
3. The form will identify various potential risks and associated actions from the services requested in the tender or RFQ. Each element will be considered and an overall risk rating will be given based on the “ALARP” (As Low as reasonably  practical)  approach. 
4. The form will then be saved by Commercial Department in the Namlog Shared drive folder, in the applicable Client Name Folder.
5. Should the tender be awarded to SMSA ZAF, a project implementation timing plan will be developed. 
6. The form should then be utilized for future projects in order for Lessons to be learnt.

7. The Commercial Department will analyse the documents and make recommendations for future improvements.
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