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1 INTRODUCTION

The SDAB Project Risk and Issues Workbook provides a means for the Project Lead/Lead Engineer to regularly capture the current project status, and to manage and track project issues and risks.  The Project Lead shall prepare and submit the completed SDAB Project Risk and Issues Workbook to the Software Manager and Software Group Lead as specified in the project’s Software Project Management Plan (SPMP).  
1.1 Policy

The Simulation Development and Analysis Branch (SDAB) Software Policy (LASRS++0025) defines the software procedures and work instructions to be followed for software development and operation within SDAB. 
1.2 Description

The Project Risk and Issues Workbook Work Instruction, LaSRS++0064 describes how SDAB Projects shall prepare and use the Project Risk and Issues Workbook.
1.3 Applicability

The Project Risk and Issues Workbook Work Instruction applies to all projects authorized and assigned by SDAB management.

1.4 Definitions need to be reviewed when complete
Issue – a problem or concern that requires resolution
Risk – the potential for performance shortfalls to occur with respect to achieving explicitly stated performance requirements (e.g., safety, technical, cost, schedule). 
Software Project Management Plan (SPMP) – The Software Project Management Plan describes the management and technical approach to be used in managing a project.  

2 RESOURCES

This process requires personnel with the skills needed to perform this work instruction including familiarity with Microsoft Excel, Microsoft Word and Microsoft Project.

2.1 Relevant Stakeholders, Responsibilities and Authority

The relevant stakeholders involved in this process are the Requesters, Customers, Software/Hardware Group Lead, Software Manager, Hardware Manager, Project Lead, Lead Engineer and Project Team Members.
2.1.1 Stakeholder Involvement

· The SDAB Software Group Lead is responsible for reviewing the Project Risk and Issues Workbook and providing guidance to the Software Manager and/or the Project Lead when appropriate. 
· The Requester and Customer are responsible for participating in project review meetings and providing inputs to the Project Lead for use in completing the Project Risk and Issues Workbook.
· The Software Manager/Hardware Manager is responsible for reviewing the completed Project Risk and Issues Workbook and providing guidance to the Project Lead/Lead Engineer when appropriate.   
· The Project Lead/Lead Engineer is responsible for completing and submitting the Project Risk and Issues Workbook to the Software Manager/Hardware Manager and the SDAB Software Group Lead.
· The Project Team Members are responsible for providing the Project Lead/Lead Engineer with inputs regarding the status of assigned project tasks.
2.1.2 Required Knowledge, Skills, and Training 

The Project Risk and Issues Work Instruction requires individuals with experience in, and knowledge of flight simulation software and hardware design to assess project status and task performance.  The Project Lead/Lead Engineer must have experience using MS Excel to complete the Project Risk and Issues Workbook.
2.2 Equipment, Environments, and Tools

Completion of the Project Risk and Issues Workbook requires:

· Microsoft Project 2010 

· Microsoft Excel
· Microsoft Outlook (email)

3 CONSTRAINTS

Constraints to the Project Risk and Issues Workbook Work Instructions include: 

· Project Approval by Project Assignment Sheet (LF-389) / Simulation and Flight    
           Work Request (SFWR) LF444
· Completed Software Project Management Plan (SPMP)

· Completed project schedule

Note:  “Completed Software Project Management Plan (SPMP)” and “Completed project schedule” are constraints only to the status portion of the workbook. Projects are encouraged to enter risks and issues that emerge anytime during project planning. 
4 INPUTS

Inputs to the Project Risk and Issues Workbook Work Instructions may include, but are not limited to: 
· Software Project Management Plan (SPMP)
· Project Schedule

· Project Kickoff Meeting, Production Readiness Review and other milestone reviews 

· Requirements Traceability Matrix (RTM) 

· Software Modification Requests (SMRs)

· Problem Failure Reports (PFRs)

· Baseline Audits 

· Process Audits

· inputs from project members and SMR 

· status updates from SMR database manager
5 INITIATION CRITERIA

While the Project Risk and Issues Workbook Work Instruction is required after the following have been completed, it is recommended that projects use these instructions to capture and track project risks and issues beginning with the approval of the Simulation and Flight Work Request (LF-444).
· Project Software Project Management Plan (SPMP)

· Project schedule

· Project Kickoff Meeting

6 OUTPUTS

The output from the Project Risk and Issues Workbook Work Instruction is the completed Project Risk and Issues Workbook, including project status, project issues and risks.
7 PROCEDURE

Once a project has been authorized, the Project Lead/Lead Engineer shall complete a Project Risk and Issues Workbook at the frequency specified in the project’s SPMP.  Refer to the Risk Management Work Instruction, LaSRS++0059 for a description of the activities required to identify and manage project risks during the execution of SDAB simulation projects. Additionally, for information regarding project monitoring and control related activities refer to the SDAB Project Planning Work Instruction, LaSRS++0040.  
7.1  Obtain the Project Risk and Issues Workbook Template
a.  The Project Lead/Lead Engineer shall obtain the Project Risk and Issues Workbook Template from the Project Risk and Issues Workbook section of the Process Documents web-page.
7.2  Complete the Project Risk and Issues Workbook
a.  The Project Lead/Lead Engineer, with inputs from relative stakeholders, shall complete the Project Risk and Issues Workbook. Upon opening the workbook, six worksheet tabs are displayed of which only the first three require that information be entered by the Project Lead/Lead Engineer as illustrated below.  The ‘green text’ within each cell provides guidance for completing the workbook and should be removed as the project workbook is completed.

	Project Progress Review

	Project Name:  
	Project Xnn - ...Enter the name of the Xnn Project
	Project Lead:
	Enter Name of Project Lead
	Date: 
	Status Date 

	Attendees:   If a face-to-face progress review is held, list the attendees.  This section may be removed for reviews conducted by e-mail.

	Effort / Schedule:   See Weekly Project Schedule Updates

	Project accomplishments this reporting period:  Provide a brief description of the key activities performed during this reporting period ("During this reporting period, the project focused primarily on the design considerations relating to the implementation of researcher requirements").

	Milestone Accomplishments:

Project Kickoff Meeting  -           Planned Date:   MM/DD/YYYY      Actual Completion Date:   MM/DD/YYYY

Indicate any other Project Milestones included in the Schedule:
Other Milestones  -                       Planned Date:   MM/DD/YYYY      Actual Completion Date:   MM/DD/YYYY

Production Readiness Review - Planned Date:  MM/DD/YYYY      Actual Completion Date:   MM/DD/YYYY

	Project Training:  Indicate that there 'is' or 'is no' project specific training identified in the SPMP and/or the project schedule.  Indicate that:  There is no planned training required for the project; or, All planned training has been completed; or the training has been planned but yet to be completed.  

Planned Date:   MM/DD/YYYY      Actual Completion Date:   MM/DD/YYYY

	Data Management:   As defined in SPMP.   Indicate any data management related issues or activities performed regarding the storage/retention of project artifacts including any additions/deletions from the project repository; or, indicate No changes since last report.  The initial project reports should verify that the project repository has been established as defined in the project SPMP.  The SPMP, Requirements Traceability Matrix and Software Code tasks should not be marked completed on the schedule until these artifacts have been stored in the project repository.

	Project Commitments:  As defined in the SPMP and schedule.   Indicate any project commitment related issues or activities performed, including meetings where any decisions or agreements were attained; or indicate that "No changes or issues relating to project commitments were identified this reporting period".

	Stakeholder Involvement:  As defined in the SPMP and schedule.  Indicate any significant coordination / communications performed with relevant stakeholders regarding the project requirements, schedule, resources, deliverables, or indicate that "No issues relating to stakeholder involvement were identified this reporting period".

	Project Issues Review:    See Issues tab for details.
                                               Open Issues = 4

                                             Closed Issues = 2        Note: These values are automatically obtained from the Issues tab.
                                                Total Issues = 6
Status of Issues discussed during meeting and required actions:

Summarize the current status of issues and actions taken.  Indicate that there were nn new issues identified this reporting period, or that there were no new issues identified during this reporting period.

	Project Risk Review:    See Risk tab for details.

                                                  Open Risks = 6

                                                Closed Risks = 2        Note: These values are automatically obtained from the Risk tab.
                                                   Total Risks = 8

Status of Risks discussed during meeting and required actions:

Summarize the current status of risks and actions taken.  Indicate that there were nn new risks identified this reporting period, or that there were no new risks identified during this reporting period.




	Project Issues Management Log

	Project Name:  
	Project Xnn - ...Automatically obtained from the Status tab
	Project Lead:
	Name of Project Lead… Automatically obtained from the Status tab
	Date: 
	Status Date 

	Issue No. 
	Date Identified
	Issue or Action Summary
	Action
Assigned to
	Due Date
	Notes and Corrective Action
	Status 
	Date Closed

	1

	30 Feb 2012
	Example Issue:   IFD not available for checkout prior to production dates.
	I.M. Manager
	30 Mar 2012
	Example Status Updates: 
03/08/2012: E-mailed issue to LSATS Software Manager.
 03/12/2012: LSATS Software Manager met with SDAB Hardware Group Lead.   DTS is available during checkout dates.  Three days of checkout in IFD still required before production.  Ask PI if production can be delayed three days.
03/15/2012:  Closed.  PI agreed to three-day delay.  Modified schedule.  Verified new project schedule against SDAB Sim Facility Schedule.
	Closed
	15 Mar 2012

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	n
	
	
	
	
	
	
	

	Note:  To add a new issue row, <Tab> past the 'Date Closed' column of the last row.  Do not insert or delete rows in the table; doing so will break automated issue numbering.
Issue Summary
Open Issues =
4
Closed Issues =
2
 Total Issues = 
6
These numbers are transferred to the Status Tab


	Instructions for completing the Project Issues Management Log section:  

	Issue Number:   The issue number is automatically generated when new lines are added and should be unique for each issue/action.  Use the issue number to identify issues in other project documentation.
Date Identified:  This is the date that the issue or action was entered onto the list.  Enter today's date when adding a new issue or action to the list.
Issue or Action Item:  Enter a summary of the issue or action.  Use the 'Notes and Corrective Action' column to provide a detailed description if necessary.
Action Assigned to:  Enter the name(s) of the individual(s) who will resolve the issue or action.  When assigning an action to multiple persons, list the lead first.  You can list each person on a separate line using <Alt> + <Enter>.
Due Date:  Enter the planned resolution date for the issue.  Update the planned resolution date each week as needed until the issue or action is closed.
Notes and Corrective Action:  Use this space to provide detailed notes about the issue or action including updates on progress toward resolution.  It is recommended that the Project Lead prefix each note with the date it was entered.  Use <Alt> + <Enter>  to create new lines in the cell.
Status:  Enter Issue/Action status as either 'Open' or 'Closed' using drop-down menu.  Issues/Actions are open until resolved/completed.  Closing an issue/action will add a grey background to the entire row.
Date Closed:  Enter the date on which the issue or action was closed.






	Project Risk Matrix

	Project Name:  
	Project Xnn - ...Automatically obtained from the Status tab
	Project Lead:
	Name of Project Lead… Automatically obtained from the Status tab
	Date: 
	Status Date 

	Risk ID No.
	Risk Description
	Conse-quence
	Likelihood
	Risk Level
	Risk Owner
	Date Identified
	Risk Status
	Status
	Date Closed

	1

	Example Risk: HUD may not be repaired in time to run production as scheduled.
	II - Critical
	B – Probably will occur in time
	High
	I.M. Manager
	19 Mar 2012
	Example Status Updates: 

3/19/2012: HUD failed in checkout session.  Hardware group is evaluating.
3/23/2012:  Hardware group diagnosed problem with one of the boards.  Need to send unit to manufacturer for repair.  Manufacturer to provide estimate of time to repair after evaluating unit. 

3/30/2012:  Manufacturer provided an estimate of three weeks to repair unit.    Unit would be received with less than one week to checkout before production.  Delays in receiving or re-integrating unit could cause production to slip.  Increased likelihood to level B.
	Closed
	30 Mar 2012

	2
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	Note:  To add a new issue row, <Tab> past the 'Date Closed' column of the last row.  Do not insert or delete rows in the table; doing so will break automated issue numbering.
Risk Summary
               Open Risks  = 6
             Closed Risks  = 2
                Total Risks = 8
These numbers are transferred to the Status Tab.


	Instructions for completing the Project Risk Matrix section:  

	Risk Id No.:   This number is auto-generated and should be unique for each risk.  Use this number when referring to a risk in other project documents.
Risk Description:  Provide a detailed description of the risk.
Consequence:  Indicate the consequence of the risk to the project using the five- level scale: I - Catastrophic, II - Critical, III - Moderate,                                   IV - Negligible, or V - No Impact.  See the Definitions worksheet for definitions of the five consequence levels.
Likelihood:  Identify the likelihood of the risk occurring using the five-level scale: A - Likely to Occur, B - Probably Will Occur, C - May Occur,                   D - Unlikely to Occur, or E - Improbable.  Definitions of the likelihood scale appear in the Definitions worksheet.
Risk Level:  Automatically computes the risk level based on consequence and likelihood selections.  
Risk Owner: Assign the person responsible for monitoring and mitigating the risk.  
Action Assigned to:  Enter the name(s) of the individual(s) who will resolve the issue or action.  When assigning an action to multiple persons, list the lead first.  You can list each person on a separate line using <Alt> + <Enter>.
Date Identified: The date that the risk was entered into this risk matrix.  Enter today's date when adding a new risk.
Risk Status:  Provide notes or status on the identification, analysis, mitigation, or actions related to the risk.  It is recommended that you prefix each note with the date it was entered into the Risk Matrix.  To add line breaks in a cell use <Alt> + <Enter>.
Status:  Identify the status of the risk as open or closed.  Open risks have a likelhood between 0  and 100%.  Closed risks have reached either 0% or 100% likelihood.  The latter have become issues and should be transferred to the Issues worksheet.  entire row.
Date Closed:  For closed risks, enter the date that the risk was closed.  Closing a risk will add a grey background to the entire row.





Note:  This information is provided for use by the Project Lead/Lead Engineer in determining the ‘likelihood’ and ‘consequences’ associated with each project risk. 
	Consequence Level Descriptions 
	Likelihood Definitions

	Use the following definitions based on NPR 8000.4 to determine the consequence level.
	Use the following definitions to communicate the risk likelihood.

	a. Class I - Catastrophic.   A condition that may cause: 1) death or permanently disabling injury; 2) facility destruction, or loss of crew, major systems, or vehicle during the mission; or 3) schedule slippage causing a schedule overrun greater than 50 percent of the original schedule.
	A - Likely to occur immediately (e.g., probability > 0.1) 

	b. Class II - Critical. A condition that may cause: 1) severe injury or occupational illness; 2) major property damage to facilities, systems, equipment; or 3) schedule slippage causing a schedule overrun between 15 percent and not exceeding 50 percent of the original schedule.
	B - Probably will occur in time (e.g., 0.1 > probability > 0.01).

	c. Class III - Moderate. A condition that may cause: 1) minor injury or occupational illness; 2) minor property damage to facilities, systems, equipment; or 3) internal schedule slip that does not impact delivery date or schedule overrun between 2 percent and not exceeding 15 percent of original schedule.
	C - May occur in time (e.g., 0.01 > probability > 0.001) 

	d. Class IV - Negligible. A condition that could cause: 1) the need for minor first aid treatment but would not adversely affect personal safety or health; 2) damage to facilities, equipment at more than normal wear and tear level; or 3) internal schedule slip that does not impact internal development milestones or schedule overrun less than 2 percent of original schedule.
	D - Unlikely to occur (e.g., 0.001 > probability > 0.000001) 

	e. Class V -  No Impact. 
	E – Improbable to occur (e.g., 0.000001 > probability).




7.3 Save and Submit the Project Risk and Issues Workbook
When the project information has been input into the Project Risk and Issues Workbook, the Project Lead/Lead Engineer shall save a copy in the project repository as specified in the SPMP and submit a copy to the Software Manager and the Software Group Lead.  The file naming convention below is recommended to facilitate storage and future reference.

	Project Workbook

	Wk 1
	Filename:   Project A01_Status_20110803

	Wk 2
	Filename:   Project A01_Status_20110810

	Wk 3
	Filename:   Project A01_Status_20110817

	Wk 4
	Filename:   Project A01_Status_20110826

	
	Project A01 = Your Project Number 

	
	Status = Type of report
	

	
	YYYYMMDD = Date of Report 





7.4 Revision History

The Revision History provides a summary of implemented changes to the project workbook.
	Revision History of Project Workbook

	Date
	Revision
	Description
	Implementer
	Approval

	8/24/2011
	1.0
	Initial Version
	TV
	LCK

	
	
	
	
	



8 PROCESS AND PRODUCT QUALITY ASSURANCE (PPQA)
Process and product Quality Assurance verification of the Project Risk and Issues Workbook implementation is accomplished via the following:

· The SDAB PPQA Auditor will verify implementation of Project Risk and Issues Workbook(s) during the conduct of the Project Monitoring and Control Process Audit.

9 DATA MANAGEMENT

Configuration management of the Project Risk and Issues Workbook is the responsibility of the Project Lead/Lead Engineer and is performed in accordance with the project’s Software Project Management Plan, Section 4.3.3 Data Management Plan. 

· The SDAB PPQA Auditor will verify data management of the Project Risk and Issues Workbook during the conduct of the Project Monitoring and Control (PMC) Process Audit.
10 RECORDS

The records from the Project Risk and Issues Workbook Work Instruction include the completed Project Risk and Issues Workbook(s). The Project Lead/Lead Engineer will ensure that the completed Project Risk and Issues Workbook(s) are retained for historical reference.

11 METRICS

The SDAB Software Measurement and Analysis Plan does not define metrics for this activity.
12 COMPLETION CRITERIA

The Project Risk and Issues Workbook Work Instruction process ends when the Project Risk and Issues Workbook is completed, distributed and the record is stored as specified in the project SPMP.  
13 REFERENCES 

· NASA-LF-389 Project Assignment
· NASA-LF-444 Simulation and Flight Work Request (SFWR) – LF 444
· SDAB Project Planning Work Instruction, LaSRS++0040

· Risk Management Work Instruction, LaSRS++0059
· Project Monitoring and Control Audit Checklist,++0055
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