Business Continuity Plan
(Template) 
for 
(Name of Your Organization)

OVERVIEW
This template provides a structure for formulating a Business Continuity Plan (BCP) using a variety of resources including the Department of Homeland Security (DHS) Headquarters Continuity of Operations (COOP) Guidance Document, dated April 2004.   Assistance in completing the basic DHS template can be found in the FEMA Continuity of Operations Template Instructions, which consists of general guidance and sample language for reference, and the FEMA Federal Preparedness Circular FPC 65.  Many other templates and models were consulted, including the:

Sample Business Continuity and Disaster Preparedness Plan from Ready Business:
http://www.ready.gov/business/_downloads/sampleplan.pdf
FEMA Continuity of Operations (COOP) Plan Template:
http://www.fema.gov/doc/government/coop/coop_plan_blank_template.doc
FEMA Continuity of Operations Template Instructions:
http://www.fema.gov/doc/government/coop/coop_plan_template_instructions.doc
Source for Continuity Planning and Recovery Terms and Definitions:
http://www.drj.com/glossary/drjglossary.html
http://csrc.nist.gov/fasp/FASPDocs/contingency-plan/contingencyplan-template.doc
For information published by the National Fire Protection Agency regarding the Standard on Disaster/Emergency Management and Business Continuity Programs (often referred to as NFPA 1600) go to:  http://www.nfpa.org/assets/files/PDF/NFPA1600.pdf
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I.
Executive Summary
The executive summary should briefly outline the mission of your organization, what constitutes an emergency and the purpose of the Plan.  
Example: 

The mission of Naomi's House is to provide meals and clothing to the poor and indigent in Dade County, Florida.  Any event that disrupts our ability to perform its mission for a prolonged length of time is a disaster.  We believe it is essential to take all prudent precautions to mitigate risk of loss to company assets and disruption of services provided to its customers by implementing and maintaining a comprehensive Business Continuity Plan.

Purpose

The purpose section should explain why the organization is developing a Business Continuity Plan.  It should briefly discuss any applicable Federal guidance and explain the overall purpose of business continuity planning.  
Example:

The purpose of creating a business continuity plan is to:

· Ensure the safety of our employees and customers

· Limit confusion by providing a step-by-step procedural plan

· Ensure efficient and effective resumption of services

· Maintain confidence in our organization, both internally and within the community we serve
The Business continuity planning team/committee
In this section list the departments and/or divisions that were represented on the planning team/committee.  

Example:

Managers and/or supervisors from the following departments/divisions were represented on the Business Continuity Planning Committee:

· Security 


· Food Services
· Facilities 

· Risk Manager or Head of Insurance / Legal Affairs

· Information, Communication and/or Computer Services (IT)

· Finance and/or Accounting 

· Human Resources or Personnel Department 

Plan Assumptions

This section should explain the assumptions the planning committee took under consideration when they were creating the Plan.

Example:  
The following assumptions were made when the Plan was written:

· The type of emergency/disaster and the impact will vary significantly.

·  Alternate sites will be available at the time of need.

·  Adequate training is given in the use of the plan and that all staff are made aware of it’s existence and their roles within the Plan.

·  That this document, related procedures and all vital records are stored at a secure offsite location and not only survive the disaster but are accessible immediately following the disaster.

LEVELS OF EMERGENCY 
This section should provide a pre-established description of how your organization defines an emergency.  It should also include a list of those individuals in your organization who are authorized to declare an emergency and enact the Business Continuity Plan. 

Example: 

The purpose of defining an emergency is to have a pre-established documented description of what (Name of Organization) constitutes as an emergency and to provide guidance when a decision must be made.  The Business Continuity Plan provides for the recovery from a minor to a major event.  Minor and intermediate events are much more common.  Declaring an emergency implies resuming critical and essential functions at an alternate site.
Incident - a business interruption that is handled through normal operational recovery procedures and is resolved within _____hours.    
Problem - a business interruption that goes beyond the number of hours defined in Incident, and lasting up to XX hours.  Return to normal operations may be unclear so the Business Continuity Teams, employees, board members/directors, vendors, suppliers and customers may be put on alert of the problem.
Emergency  -  an event which has/will cause a major impact to your ability to continue normal business operations for an extended length of time.  The Business Continuity Teams, employees, board members/directors, vendors, suppliers and customers are alerted to the problems and notified that you are activating a pre-established business continuity plan. 
The following people/positions are authorized to declare an emergency and enact the Business Continuity Plan:

· President / CEO

· Treasurer / CFO

· Director of Human Resources
II.
Essential functions

In this section you will insert your list of Essential Functions which must be continued under any and all circumstances.  
Resource Requirements

In this section you will insert your list of the resources that are necessary to continue your Essential Functions.  This section should include, but not necessarily limited to, information on the following resources:
· Alternate Locations

· Staffing

· Equipment

· Vital Records

· Suppliers & Vendors
III.
Threat Assessment / Business impact analysis
The Threat Assessment / Business Impact Analysis should be inserted in this section.  For the purpose of initiating a continuity plan, the Planning Committee or Team may have chosen to create a Plan focusing on the following two scenarios:
· The building has sustained no damage or outage, however we are unable to occupy due to restricted access either by local authorities or damage that has been sustained in the surrounding area.

· The building and its contents have sustained damage due to fire, flood or some other source and we are unable to occupy the facility for 2 - 4 weeks.
IV.
Teams & responsibilites

To ensure the success of responding to an emergency or business continuity event, consideration should be given to the development of other emergency teams. This section identifies various teams and their respective responsibilities in responding to an emergency situation.  In addition , responsibility and checklists for individuals on each team may be included in this section.  
Examples of Teams to include are:
· The First Response Team or Emergency Response Team 
· Life Safety Team

· Damage Assessment Team

· Emergency or Crisis Communication Team

· Teams for each Department/Division
V.     Testing, Training, and Exercises

A vital element to the success of any business continuity plan is the development of a comprehensive test and exercise program.  In this section describe how employees of the organization will  become informed and prepared to respond in the event of an emergency. The complexity of this plan will be based on the organization structure and number of employees/sites.
A log of all test, training and exercises as it pertains to the Business Continuity Plan should be kept in this section.  
VI.    appendix
Appendix is a vital part of the Business Continuity Plan but should be stand alone documents (not contained within the body of the plan.)  They should be easily accessed for reference use during an emergency.  For example, a manager might request the directions to one of your alternate locations.  You should be able to easily pull that information out of the binder, make a quick copy, and give that to them rather than having to look for it in the body of the plan.
The following are examples of the types of documents to be considered for the Appendix section:

Appendix A:  Emergency Phone Numbers
Insert your Emergency Phone Tree for contacting employees during non-business hours.  Include a list of work, home and cell phone numbers of the board of directors, suppliers, vendors (including your insurance representative) and possibly customers.  
Appendix B:  Alternate Location/Facility Information
This section should contain pertinent information about the alternate location including two sets of directions to the facility, one using highways, the other avoiding highways.  Also include contact information for the facility and any information regarding security at the facility.  Local resources such as restaurants, hotels, and local medical services may also be helpful in an emergency. 

Appendix C:  Maps and Evacuation Routes
Public transportation, routes, maps, driving directions should be included here.  Information how to evacuate the primary site and get to the new location should also be included.

Appendix  D:   Expense Sheets & Purchase Order Forms
Appendix E:
Other Forms, Logs & Checklists
Any form, log or checklist specific to your organization and/or generated from creating of the continuity plan for the purpose of assisting with a specific function should be placed here.  
Appendix F:  Insurance Information

Include a schedule or list of all policies, policy numbers, renewal dates, limits and deductibles.
Appendix G:
Plan Distribution 

In this section include a schedule of those individuals that have copies of the Plan.  

Appendix H:
Plan Maintenance 

Schedule of the dates when the Plan was updated, description of what was modified, and signature or initials of the person authorizing the change.  




































































































































































































Each Catholic organization and ministry is unique.  Administrators are encouraged to review other plans and templates when initiating the business continuity planning process.  If using this document as a template you are encouraged to delete and/or modify as needed to meet the needs and requirements of your organization.
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