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This checklist provides an outline for developing a plan that protects your business.

1. Risk Assessment and Business Impact Analysis

O Identify Potential Threats

Assess all possible risks that might disrupt business operations, including natural disasters, cyber-attacks,
system failures, supply chain disruptions, and human errors. Evaluate both internal and external threats
and their potential severity.

O Evaluate Business Impact

Analyze how each threat might affect business operations, financial health, and reputation. A business
impact analysis (BIA) helps quantify potential damage and identify the most vulnerable areas of your
operations.

O Prioritize Critical Functions

Identify and prioritize essential business functions and processes. Focus on protecting and recovering
vital operations during a disruption to minimize the overall impact. Consider dependencies between
functions.

2. Develop Recovery Strategies

O Define Recovery Objectives

Establish recovery time objectives (RTO) and recovery point objectives (RPO) for critical functions. RTO
defines the maximum acceptable time to restore a function, while RPO specifies the maximum
acceptable data loss.



O Create Response Plans

Develop specific response strategies for each identified risk, including evacuation plans, communication
protocols, and data backup procedures. Tailor these plans to cover all potential scenarios and regularly
review and update them.

O Identify Resources

List necessary recovery resources, including personnel, technology, and third-party services. Ensure they
are readily available and can be deployed quickly. Establish relationships with vendors and service
providers to ensure their availability during a crisis.

3. Establish Roles and Responsibilities

O Form a BCP Team

Create a dedicated team to develop, implement, and maintain the BCP. Include representatives from key
departments to ensure all business aspects are considered.

O Assign Roles

Clearly define roles and responsibilities for team members and other key personnel. Regularly update
the organizational chart to reflect changes in personnel or roles.

O Develop Training Programs

Implement training and awareness programs to ensure all employees understand their roles in the BCP.
Include practical exercises and simulations to test employees' knowledge and readiness.

4. Communication Plan

O Develop Communication Protocols

Establish internal and external communication strategies for informing stakeholders during a disruption.
Develop templates and guidelines for different types of communications and regularly review these
protocols.

O Create Contact Lists

Maintain up-to-date and easily accessible contact lists for employees, customers, suppliers, and
emergency services. Use contact management software to keep these lists organized.

O Implement Notification Systems

Use automated notification systems to quickly disseminate information to relevant parties. Implement
multiple notification methods, such as emails, text messages, and phone calls for redundancy.



5. Data Protection and Backup

O Implement Backup Solutions

Ensure regular backups of critical data and systems. Store backups securely offsite or in the cloud.
Develop a backup schedule and regularly verify the integrity of backups.

O Test Data Recovery

Regularly test data recovery procedures to ensure quick and reliable restoration. Conduct full-scale
recovery tests to identify issues and take corrective actions.

O Ensure Data Security

Implement robust security measures, including encryption and access controls, to protect data during a
disruption. Regularly review and update security policies and provide security awareness training to
employees.

6. Testing and Maintenance

O Conduct Regular Drills

Perform regular drills and simulations to test the BCP's effectiveness. Vary the types of drills to cover
different disruptions and debrief after each drill to discuss performance and lessons learned.

O Review and Update Plan

Continuously review and update the BCP to reflect changes in business operations, technology, and
emerging threats. Schedule regular reviews and involve key stakeholders in the process.

O Document Changes

Keep detailed records of any changes made to the plan and the reasons for those changes. Use version
control to manage changes and ensure everyone has access to the most current version of the plan.

7. Review Legal and Regulatory Requirements

O Compliance Check

Ensure the BCP complies with regulatory requirements to meet industry standards and avoid legal issues.
Consider obtaining certifications or external audits to demonstrate compliance.

O Review Industry Standards

Stay updated with industry standards and best practices for business continuity planning. Participate in
industry groups and forums to stay informed about trends and innovations. Benchmark your plan against
industry standards.

O Engage Legal Counsel

Consult with legal experts to address compliance issues and update the plan accordingly. Schedule
regular consultations to review the plan and address emerging concerns.



