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High Risk

	Intangible Asset
	Purpose and Vision

	Risk
	Without a clear long-term strategy, there is a risk that your company will not have clearly defined objectives, in terms of where you envision your company to be in 2 years.  Although day-to-day activities and short-term objectives e.g. increased turnover can continue regardless of strategic direction, they will not provide the company with long-term measurable objectives.

	Possible options for discussion and to aid in the creation of action plans
	Identify business’s current purpose and vision


Modify if required to ensure purpose and vision has a long-term 
relevance

Ensure staff are aware of business purpose and vision and identify how they will aid in improving the businesses performance

Regularly benchmark business achievements in line with purpose and vision

Review purpose and vision on a regular basis


	Intangible Asset
	Making Tacit Knowledge Explicit

	Risk
	Without transferring the knowledge and experience gained by your company’s experts, there is a risk that methods of best practice will not be recorded and documented for other staff to benefit from, both current staff and new recruits.  In addition if an expert leaves from your company there is a risk their knowledge will not longer be an asset to your company.

	Possible options for discussion and to aid in the creation of action plans
	Identify experts of knowledge within your organisation

Establish a process which best suits the type of organisational culture and the areas of knowledge trying to be captured

Ensure expert of knowledge understands that by capturing their knowledge they will still be recognised as a valued export in that area of knowledge

Create a process which aims to extract knowledge from your experts


Step-by-step guides


Seminars


Video tutorials

Peer assess the quality and usefulness of knowledge captured


Redraft processes and content to reflect views gains of other staff

Develop a system whereby staff can search and view the documented knowledge which has been codified 




	Intangible Asset
	Reselling employee expertise

	Risk
	The risk is that your company may not be reaching its full profit potential if it has not identified areas of expertise which could be beneficial to other organisations.

	Possible options for discussion and to aid in the creation of action plans
	Identify expertise within your company which you believe could be exploited for financial gain, for example through training courses or consultancy work

Ensure that the expertise is not a unique selling point of your organisation, otherwise if you intent to re-sell this expertise, it may no longer be of significant value to your company if your competitors are aware of its existence

Ensure a market or demand exists for your expertise

Create contract agreements which establish the ownership of IP, especially if these services could be replicable, for example to ensure a business who is train by your experts do not establish a training course based strictly on your in-house mythology

Market your services through media which will appeal to your potential customers, for example trade magazines, newspapers or online




	Intangible Asset
	Responsibility of Leadership

	Risk
	If the leadership within an organisation is dependent upon one individual, there may be a risk of losing that leadership and knowledge if they leave the organisation or are incapacitated.  

	Possible options for discussion and to aid in the creation of action plans
	Identify members of staff who possess leadership skills

Establish a leadership team whereby organisational leadership and strategy is discussed on a regular basis

Clearly define each leader’s sphere of influence and communicate to staff the purpose, individual roles and responsibilities of the team

Ensure the key leader meets individually with members of the leadership team to transfer experience and skills which may benefit both parties


	Intangible Asset
	Knowing your customer

	Risk
	Inability to anticipate future needs and requirements of your customers may be of risk to your business - for example: if you are unable to foresee a change in purchasing behaviour.

	Possible options for discussion and to aid in the creation of action plans
	Establish close relations with your customers through face-to-face and electronic communication

Discuss the following points both within your organisation and with your customers


How your customers achieve competitive advantage?



How does your products/services aim in enchaining that value


Who are their competitors?


What external forces affect their market?

Research and identify how you believe their market may change


How will this market change affect your business?



May there be more demand for your products as a result?



Do you require to diversify/improve your product range to meet future demand?

Suggest possible collaboration whereby you will work in a partnership with your customer to create value for both product offerings


If this is a possibility, ensure that contractual agreements stipulate the ownership of Intellectual Property created from such collaborations




	Intangible Asset
	Measurable Performance Objectives

	Risk
	Without specific performance objectives within your business plan, a company runs the risk of being unable to identify and measure areas of success.

	Possible options for discussion and to aid in the creation of action plans
	Update business plan to include explicit performance objectives (if a change in strategy has occurred)

Include productivity, financial and intellectual capital objectives for your organisation

Outline short, medium and long term objects and performance criteria

Communicate to staff the objectives of your business and identify the goals of individual employees which will assist in achieving your businesses performance objectives

Review performance on a regular basis and ensure staff are aware of progress




	Intangible Asset
	Proprietary Knowledge Guidelines

	Risk
	Without explicitly stating and encouraging employees to document their work and develop SOPs, there is a risk that knowledge created and gained by the company is lost when an employee is incapacitated or leaves the organisation.  In addition, without defining the ownership of proprietary knowledge within employee and third-party contractual agreements, there is a possibility of unclear guidelines as to who owns that knowledge.

	Possible options for discussion and to aid in the creation of action plans
	Research your businesses current guidelines regarding knowledge which is contained

Identify where guidelines lack clarification of what is proprietary knowledge and methods used by the business to protect such knowledge

Create and update guidelines to reflect findings

Communicate guidelines to management, staff and ensure that induction materials are updated accordingly




	Intangible Asset
	Review of Companies Explicit Knowledge

	Risk
	The codification of explicit knowledge must be maintained on a regular basis, the risk from not doing so is that information which may be of future vital importance becomes obsolete when not exploited at the at the necessary time.  For example, a company which does not periodically update contact and staff details of their clients may run the risk having telephone numbers which no longer exist.  In future, when contact is required, details are incorrect and time will be wasted in the search of new contact details

	Possible options for discussion and to aid in the creation of action plans
	Identify an employee who will have overall authority (the electronic records manager) to interrogate your company’s information, including databases and files

Establish a process whereby historic and new information is screened for accuracy and relevance


Ensure this process is conducted on a regular basis

Establish and communicate the electronic records managers authority to other staff members


Ensure that if data inconsistencies occur, the individual responsible is notified and educated how to improve the entry of information 




	Intangible Asset
	Knowledge fed back for service enhancement

	Risk
	If your business does not capture and use information gathered from your customers to improve your service, there is a risk that your business is not achieving its full potential in terms of customer satisfaction and improvement.

	Possible options for discussion and to aid in the creation of action plans
	Implement a system or improve your customer feedback process, by devising either an electronic or paper-based system, whereby knowledge can be codified, stored and retrieved at a later date

If not already occurring, actively seek to identify and document knowledge when interacting with customers

Develop SOPs which explicitly state the preferred methods of categorising knowledge and train staff with regards to the procedures to document and identify knowledge when interacting with customers

Review your system on a regular basis to ensure that knowledge stored is of business value 




	Intangible Asset
	Recording business activities

	Risk
	Without sufficient documentation of communications between management, employees, clients and suppliers, there is a risk that areas of knowledge will not be identified and shared by your organisation.

	Possible options for discussion and to aid in the creation of action plans
	Assess the current system whereby your business documents meetings, emails and other sources of knowledge


Identify whether an additional process can be added to current procedures whereby knowledge can be identified and referenced for future use


Develop a process which will record and document knowledge identified through communications

Identify and devise categories to group the types of knowledge which should be recorded

Develop a process which can followed by staff to record their meetings, emails and memos

Communicate this process and ensure staff comprehend and follows the said process


	Intangible Asset
	Time allocated for learning and reflection

	Risk
	Without sufficient time devoted to furthering the education and knowledge of your employees, there is a possibility that your business will be unaware of its existing potential or its ability to create value, for example the improvement of product delivery or realisation of a new marketplace.

	Possible options for discussion and to aid in the creation of action plans
	Identify current knowledge and experience gaps within your business

Identify a process whereby staff would have time allocated for learning, thinking and reflection:


Learning:



Development of staff training days



Mentoring schemes



Enrolment in academic or business courses


Thinking and Reflection:



Focus groups to discuss a predetermined topic



One-to-one meetings between employees or employees and management to discuss a business issue and how it could be improved

Communicate to staff the possible introduction of these procedures and how they relate to their Continual Professional Development programme

Evaluate the progress on a regular basis to ensure that time invested has a return on investment by developing performance objectives for these areas of CPD


For example:



Increased productivity



Reduction in staff issues




	Intangible Asset
	Using experts within different teams

	Risk
	Time may be wasted by creating or rediscovering knowledge which already exists within your company.

	Possible options for discussion and to aid in the creation of action plans
	Ensure or develop a culture whereby staff feel free to discuss their experience of different areas relating to your business.  This type of knowledge sharing could be referred to as internal consultancy

Identify, where possible, the types of knowledge and experience which will be required by current and future projects

Identify experts in specific areas of knowledge, who may or may not be party to a current project 

Communicate to the members of a project team the availability of additional project resources

Encourage staff to seek these experts of knowledge for their own projects in the future




	Intangible Asset
	Knowing your competitors

	Risk
	Without sufficient knowledge of competitor’s products/services and processes, you may not be able to respond to changing market directions/trends.

	Possible options for discussion and to aid in the creation of action plans
	Identify key competitors and markets

Research and investigate the products/services which they offer

Research and investigate processes which they utilise which creates value:


Are these processes protected?


Can they be adopted by your business?

Identify where your products and services can be improve to cope with varying market trends

Discuss and document the comparison between your competitors and your offerings, in terms of competitive advantage and value adding processes:


Discussions can consist of management, employees or external stakeholders such as your customers

Discuss how your business can achieve and improve competitive advantage in respect of your competitors




Medium Risk

	Intangible Asset
	Identifying employees with vital experience/knowledge

	Risk
	If your company is dependent on employees with expert knowledge in key areas relating to your business, there is a possible risk if that expert leaves, they knowledge will no longer be accessible by your business.

	Possible options for discussion and to aid in the creation of action plans
	Create an employee map based upon your organisational structure

Identify key employees (or experts) who possess experience or have acquired skills without which the functionality of your organisation would be limited

Identify employees who work within similar roles

Through facilitated discussion, encourage your experts to communicate to the best of their ability the skills and processes which they have acquired to perform their role

Develop an environment whereby your expert can mentor other employees to mitigate the risk that without their presence, vital business activities can continue




	Intangible Asset
	Encouraging information sharing through the workplace

	Risk
	If time is not devoted to investigating the way in which your office layout affects staff, there is a possibility that staff will not communicate effectively and the organisation will convert face-to-face interactions into unnecessary non-verbal communication (emails and text messages).

	Possible options for discussion and to aid in the creation of action plans
	Create office plan based on current layout

Identify employees, roles, collaborative projects and staff to whom they require frequent communication

Redesign the office layout based on the relationship of roles between staff


For example, positioning your events manager directly across from marketing manager should improve face-to-face communications, reducing the need for formal meetings

Communicate to staff the change in office layout and focus on the key aspects of improving communication between employees

Evaluate the layout on a frequent basis to ensure that staff interactions are occurring and non-necessary emails and phone calls are decreasing


If changes are required, repeat the process




	Intangible Asset
	Using knowledge to enhance customer experience

	Risk
	If information and knowledge is not readily available, there is a risk that customers may not receive a quality of service which your business aspires to achieve in addition to the invaluable time wasted in searching for information vital to a staff or customers query.

	Possible options for discussion and to aid in the creation of action plans
	Communicate with customers to establish where they believe your service offers could be improved

Identify information and knowledge which exists within your business which is not being utilised to improve your customer experience

Devise method or process whereby the service criteria which you require of your staff is documented

Train staff in the procedures to ensure a standard quality of service

Devise measurable objectives which can be benchmarked against current state, for example an increase in customer satisfaction or amount of repeat business

Repeat this process




	Intangible Asset
	Document Contribution

	Risk
	If employees create and modify files without procedures in place to identify various document versions and files locations, there is possibility that staff time may be spent reviewing an older version of a document or the current version of a document cannot be identified.

There is an added risk that staff are unaware of important client files (e.g. meeting notes regarding recent orders) which is vital to future interactions with specific client.



	Possible options for discussion and to aid in the creation of action plans
	If your business uses an internal network (intranet)

Establish current usage of network for document sharing and contribution

If sharing and document contribution is not active within your business


Devise SOP for a standardised method of naming files and folders which reflect they way in which your business operates, for example folders could be ordered by departments or projects


Ensure there is a technical facility to back up documents on a regular basis

Businesses without an internal networks but who have internet access

Online tools could be used as an alternative to your internal network for storing and file collaboration, for example:


Google Docs


Zoho


Etherpad

Follow both processes by:

Creating a SOP and training materials which can be communicated to staff

Conducting staff training

Regularly interrogate your folder and file system to ensure staff adhere to filing methodology outlined in your SOP


Low Risk

	Intangible Asset
	Storing Organisational Knowledge

	Risk
	By not acknowledging and documenting ideas which are presented by your employees, there is a possibility that their value will be lost and will not benefit your business in future.

	Possible options for discussion and to aid in the creation of action plans
	Devise a system, either electronic or paper-based whereby employees can document ideas

Establish whether the ideas bank will be anonymous to enable free creation of knowledge or enable employees to have recognition for their work 


Allowing anonymous entries may enable employees to contribute an idea which they may feel insecure in communicating


A method of recognition may be tied to an incentive scheme to encourage staff to be vocal

Communicate to staff the method by which ideas can be entered and how they will be processed

Encourage staff to be actively involved in this process 




	Intangible Asset
	Identification of Vital Knowledge

	Risk
	Without processes in place to assist in identifying key areas of knowledge, there is a possibility that knowledge which underpins your core business processes have not been identified and therefore not exploited to their full potential.

	Possible options for discussion and to aid in the creation of action plans
	Initiate a discussion with management to identify where they believe vital knowledge underpinning business processes exist

Involve all staff members in a discussion to identify if there are additional areas of knowledge which they believe is vital to their business

Document findings in the form of a report or mind map

Communicate findings to all members of staff

Develop methods by which vital knowledge can be captured (if possible )and retained within your business




	Intangible Asset
	Monitoring External Sources of Information

	Risk
	Without processes to monitor external sources, there is a possibility that when changes within your industry sector or the external business environment occur, they will not be identified by the business which could have lead to exploitation for value creation.

	Possible options for discussion and to aid in the creation of action plans
	Develop an information library system which can be easily accessed by employees, electronic or paper-based

Identify sources of information which your business believes could be of relevance (e.g. academic and trade journals, news articles, competitors product documentation)

Categorise, evaluate, analyse and store information in a library

Share information with other employees, either through regular meetings or by weekly email updates regarding your library contents

Encourage staff to use resources available and ensure comments regarding quality and relevance of materials is fed back into identifying and evaluation future information

Identify staff members with relevant interest areas and encourage responsibility and contribution accordingly


	Intangible Asset
	Communicating your company’s value through your brand

	Risk
	Underselling of your organisation’s values, for example know-how, products/services, vision and ethics result in lower demand as customers are not able to identify your intangible assets which can benefit their organisation.

	Possible options for discussion and to aid in the creation of action plans
	Collate information regarding current branding and marketing materials

Document your business’s vision, key products/services and unique selling points (USPs) and identify where they can add value

Identify how these values can be communicated to potential customers

If possible, involve key customers and stakeholders to further identify values which attracted them to you

Improve, modify and rebrand to reflect values identified




	Intangible Asset
	Protecting your Intellectual Property

	Risk
	Without sufficient protection of your Intellectual Property, it will be more difficult to assert your rights.  Not understanding the elements of IP relating to your products and services may lead to legal disputes. 

	Possible options for discussion and to aid in the creation of action plans
	Risk associated with protection:

Always employ due diligence:


Ensure your IP does not infringe others

Avoid legal action where ever possible:


Instead, communicate with third party and agree licensing terms

Risk associated with no protection

Identify knowledge, know-how, innovations within your organisation and where possible seek protection

Ensure all contracts safeguard your knowledge and know-how


For example stipulation of IP ownership in employee and third part contracts
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