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1. Objective and Scope
Define and list out the objective and scope of the business continuity plan. 
	






















2. Key Business Functions
Information should include key processes, IT systems, and data backups of the company.
	























3. Risk Management Planning
Identify and analyse the risks that could adversely affect your business and choose the best way to deal with each of these identified risks.
	Risk Description
	Likelihood
	Impact
	Priority
	Preventative Action
	Likelihood
	Impact
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4. Business Impact Analysis:
By reference to the risk management planning, assess the identified risks and impacts in relation to the business areas or segments that would be affected, determine basic recovery requirements. Quantify the loss, if any. 

	
Key process

	
Risk affected the process
	
Impact

	














	
	



5. Roles and responsibilities
Assign responsibility for completion of each task to each designated role, and assign each role to one or more staff members. Also assign back up staff where appropriate. 
	ROLE
	DESIGNATED EMPLOYEES
	ALTERNATE



	Title

	Name:  
Contact Information: 
	Name:  
Contact Information: 


	Contact number:
Email:

	Responsibilities






	ROLE
	DESIGNATED EMPLOYEES
	ALTERNATE



	Title

	Name:  
Contact Information: 
	Name:  
Contact Information: 


	Contact number:
Email:

	Responsibilities






	ROLE
	DESIGNATED EMPLOYEES
	ALTERNATE



	Title

	Name:  
Contact Information: 
	Name:  
Contact Information: 


	Contact number:
Email:

	Responsibilities







6. Recovery Plan
Define the activities / tasks required to allow your business to resume normal.  

	CRITICAL BUSINESS ACTIVITIES: 

	Preventive / Recovery Actions
	

	Resources Requirements / Outcomes

	

	Recovery time objectives
	

	Responsibilities
	

	Completed
	




	CRITICAL BUSINESS ACTIVITIES: 

	Preventive / Recovery Actions
	

	Resources Requirements / Outcomes

	

	Recovery time objectives
	

	Responsibilities
	

	Completed
	




7. Recovery Contact List
Include all the organisations / people that will be essential to the recovery of your business.
	Contact Type
	Organisation Name
	Contact
	Title
	Phone/Mobile number

	Insurance
	
	
	
	

	Telephone / internet services provider
	
	
	
	

	Supplier (Main)
	
	
	
	

	Supplier (Backup)
	
	
	
	

	Accountant
	
	
	
	

	Lawyer
	
	
	
	








