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YOUROPSMANAGER

THE KEY TO YOUR BUSINESS SUCCESS








Business Continuity Plan


Checklist


		 FORMCHECKBOX 


		Collect The Following Information:



		 FORMCHECKBOX 


		· Addresses of all facilities



		

		· Floorplan of each facility



		 FORMCHECKBOX 


		· Insurance Policies



		 FORMCHECKBOX 


		· Organization Chart



		

		· Employee list, emergency contacts, addresses, cell phone



		 FORMCHECKBOX 


		· Vendor list and copies of vendor contracts



		 FORMCHECKBOX 


		· Physical asset list including location of each asset



		 FORMCHECKBOX 


		· Company mission statement



		 FORMCHECKBOX 


		· What regulatory bodies have jurisdiction over this company?



		 FORMCHECKBOX 


		Complete a Disaster Preparedness Checklist



		 FORMCHECKBOX 


		Read the Insurance policies:


· Determine which assets are covered and which assets are not covered


· Determine what types of events are covered and not covered (earthquakes, floods, etc).



		 FORMCHECKBOX 


		Review the company mission statement:


· Define what is “Mission Critical”



		 FORMCHECKBOX 


		Research any regulatory requirements that should be taken into consideration in developing the plan



		 FORMCHECKBOX 


		Assure the floorplan of each facility is accurate


· Include names of employees for each workspace


· Show where the emergency exits are



		 FORMCHECKBOX 


		Complete a Hazard Vulnerability Assessment to determine which hazards a company is most likely to experience


· Use geologic maps to map the business


· Use tool from BERI 1 workshop



		 FORMCHECKBOX 


		Assemble a Business Impact Analysis accounting for Mission Critical elements of the business



		 FORMCHECKBOX 


		Assemble a meeting that reinforces management endorsement 



		 FORMCHECKBOX 


		Distribute the Business Impact Analysis with a description of how to complete and a due date for completion (at least one week to assure most business processes are captured)



		 FORMCHECKBOX 


		Document, assess, and improve on the data backup procedures and data backup locations



		 FORMCHECKBOX 


		Complete a System Interdependency grid


· Establish a priority based on time sensitivity and interdependent relationships



		 FORMCHECKBOX 


		Map the home of each employee.  Keep in a secured location.


· Use www.batchgeocode.com





		 FORMCHECKBOX 


		Review the results of the Business Impact Analysis and conduct follow up interviews if necessary


· Which processes are mission critical?


· Which processes are regulated by law or other body of compliance?


· Which processes are interdependent?


· What are the vital records used in each process?


· Which processes are time sensitive?


· Which processes have an alternate method of completion established?


· Which processes are vulnerable due to only one person understanding the process from start to finish?



		 FORMCHECKBOX 


		Define Recovery Time Objectives



		 FORMCHECKBOX 


		Define Recovery Point Objectives



		 FORMCHECKBOX 


		Establish a priority for each process:


· Mission Critical


· Regulatory


· Time Sensitive



		 FORMCHECKBOX 


		Assemble the vital records list and determine which locations (physical,  electronic, and alternate locations) to which documents are saved


· For those documents only saved to one location, determine a plan of action for saving a duplicate in another location


· Determine if an off-site location should be considered as part of the backup plan.  If so, take the geography of that location into consideration.



		 FORMCHECKBOX 


		Document the location of software that would need to be used to re-establish business processes after a major event.


· Identify Mission Critical software


· How many copies are available and what is the physical location of each copy?


· Is it feasible to have a second copy of the software available at an alternate location?  Take the geography of the location into consideration.


· Is the physical location immune from flood, fire, etc?


· Should there be a second copy of any critical software anywhere?


· If it’s available through the vendor site, take the geographic location of that vendor into consideration


· Develop a plan of action for improvements





		

 FORMCHECKBOX 


		Meet with management:


· Review the results of the Disaster Preparedness Checklist


· Review the findings of the Business Impact Analysis


· Review the system interdependency grid


· Review and revise the priority of processes


· Review recommendations for cross training


· Review regulatory considerations


· Review the vital records list and recommended plan of action for improvements


· Review the data backup procedures and recommended improvements


· Review the software list and recommended plan of action for improvements


· Define HR issues that need to be considered during the restoration of the business


· Work from home scenarios – are they feasible?  Are they tested?


· Compensation policies for employees who are able to work but have no facility to report to.


· Is the company willing and/or prepared to provide temporary shelter to displaced employees? Families? Pets?


· Does the company have enough supplies on hand for a shelter-in-place scenario?



		
 FORMCHECKBOX 


		Develop an emergency response plan


· Notification method


· Declaration procedures


· Evacuation procedures


· Alternate source of communications if phones aren’t available



		 FORMCHECKBOX 


		Devel0p a post-response/pre-recovery plan including titles of employees to whom primary and secondary responsibility is delegated



		 FORMCHECKBOX 


		Develop a relocation plan



		 FORMCHECKBOX 


		Quantify a recovery formula



		 FORMCHECKBOX 


		Develop a recovery priority for business processes


· Identify the process


· Identify the owner of the process by job title


· Identify an alternate owner of the process


· Identify systems used for each process


· Identify software used for each process


· Identify vital records used for each process





		 FORMCHECKBOX 


		Develop a recovery sequence of events


· Restoration of most administrative functions


· Facility


· Employee tracking for payroll purposes


· Set up computers and workstations


· Establish payroll procedures


· Define alternate A/R and A/P procedures


· Set up printers, copiers, scanners, faxes  and other equipment


· Phone communications


· Use backlog lists to establish a priority and plan for completing work in progress prior to the event


· Develop procedures for completing work using alternate methods.  Procedures should include a plan for re-entering the data into the normal systems once normal systems are back up and running.


· Restore vital systems that are required for Mission Critical processes


· Other computers/workstations & equipment


· Internet access


· Intranet access


· Email access


· Server access


· Backup drives


· Resume work on Mission Critical processes


· Use backlog lists to establish a priority and plan for completing work in progress prior to the event


· Develop procedures for completing work using alternate methods.  Procedures should include a plan for re-entering the data into the normal systems once normal systems are back up and running.


· Restore systems that are required for other remaining processes


· Card key access


· Phones


· Voice mail


· Calendar systems


· Virtual servers


· Test equipment


· Reporting systems


· Commence work on other processes


· Use backlog lists to establish a priority and plan for completing work in progress prior to the event


· Develop procedures for completing work using alternate methods.  Procedures should include a plan for re-entering the data into the normal systems once normal systems are back up and running.





		 FORMCHECKBOX 


		Define possible test scenarios



		 FORMCHECKBOX 


		Define an ongoing maintenance schedule for training, testing, and updating the plan


· Quarterly is preferred, annual is a minimum



		 FORMCHECKBOX 


		Meeting with management:


· Review and revise emergency response plan


· Review and revise post-response/pre-recovery plan


· Review and revise relocation plan


· Review and revise recovery formula


· Review and revise recovery priority of business processes


· Review and revise recovery sequence of events


· Review and brainstorm other test scenarios


· Review plan maintenance schedule



		 FORMCHECKBOX 


		Complete and print “Template Emergency Response Guide” to be used throughout the facilities



		 FORMCHECKBOX 


		Complete the Disaster Preparedness and Business Continuity Plan document



		 FORMCHECKBOX 


		Distribute the Plan document to key personnel for review and redlining



		 FORMCHECKBOX 


		Incorporate redline changes into a final document



		 FORMCHECKBOX 


		Determine how final document will be stored and accessed, and by whom





The following checklist should ideally recur quarterly but at least annually
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		Training event for all personnel


· Document attendance



		 FORMCHECKBOX 


		Schedule and conduct a test of the plan


· Prepare a score card for elements that are being tested



		 FORMCHECKBOX 


		Furnish management with a copy of the test score card including recommended changes to the plan



		 FORMCHECKBOX 


		Update the plan according to the results of the test and any other changes that have developed in the company



		 FORMCHECKBOX 


		Repeat list starting at “Training event for all personnel”





For More Information And Assistance


Contact Deb Beddoe


deb@youropsmanager.com

760-603-1800
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 Addresses of all facilities
 Floorplan of each facility
 Insurance Policies
 Organization Chart
 Employee list, emergency contacts, addresses, 

cell phone
 Vendor list and copies of vendor contracts
 Physical asset list including location of each asset
 Company mission statement
 What regulatory bodies have jurisdiction over this 

company?
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Employee Orientation











						Information Collection Checklist





						

Author: Use this template to make sure that new employees are sufficiently oriented to the 
job function and to your company's way of doing business. Even the best 
managers don't have a perfect memory; this template ensures that nothing falls 
through the cracks. 

This template is intended to be filled out on paper, though you 
may want to complete the basic employee information electronically. The other 
category at the bottom of the template contains lines for custom entries.		Employee										Start Date







						Item						Requested From				Date		Follow Up Date		Other Action						Complete

						Addresses of all facilities

						Floorplan of each facility

						Insurance policies

						Organization chart

						Employee list

						Emergency contact for each employee

						Employee addresses

						Employee cell phone numbers

						Vendor list

						Vendor contracts

						Physical asset list 

						Location of each physical asset

						Comapany mission statement

						Regulatory jurisdiction



















																Complete Date
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 Fraud, Theft, Blackmail, Vandalism, Looting
 Sabotage
 Fire
 Floods
 Severe Weather
 Air Contaminants
 Telecommunications Failure
 Power Failure
 Equipment and Software Failure
 Pandemic Event
 Employee Safety

(C) 2025. Ops Manager, Inc.. All Rights Reserved.


                             [image: image1.jpg]Do

Ops Manager








Disaster Preparedness Checklist

Fraud, Theft, Blackmail, Vandalism, and Looting

 FORMCHECKBOX 

Computers are password protected


 FORMCHECKBOX 

Vital records are locked when not in use


 FORMCHECKBOX 

Equipment and asset serial numbers are documented and the documentation is maintained in 
an off-site location

Sabotage


 FORMCHECKBOX 

Locations of critical operations centers are not publicized and the facilities are inconspicuous


 FORMCHECKBOX 

Personnel policies require the immediate removal from the premise of any employee 
reasonably considered a threat and the immediate revocation of their computer and facility 
access privileges.

 FORMCHECKBOX 

Locked doors, motion detectors or other controls restrict physical access to premises to 
authorized personnel.

Fire

 FORMCHECKBOX 

Evacuation plans are posted in prominent locations and designate an outside meeting place so 
that personnel can be accounted for in an emergency.


 FORMCHECKBOX 

Personnel are trained to secure or remove vital records if time permits.


 FORMCHECKBOX 

Fire extinguishers and hoses are readily accessible.


 FORMCHECKBOX 

Fire alarm boxes and emergency power switches are clearly visible and unobstructed.


 FORMCHECKBOX 

Dry pipe sprinkler systems are installed appropriately and are the type that are staged with time 
for operator intervention before power shut down and activation.


 FORMCHECKBOX 

Personnel are trained for sprinkler system intervention in the event of a false alarm.

 FORMCHECKBOX 

Waterproof covers are located near sensitive equipment in the event that sprinklers are 
activated.


 FORMCHECKBOX 

Heat or smoke detectors are installed in ceilings, exhaust ducts, and under raised flooring and 
are in working condition.


 FORMCHECKBOX 

Equipment is grounded correctly to protect against electrical hazards.

 FORMCHECKBOX 

Lightning rods are installed as appropriate.


 FORMCHECKBOX 

Local fire inspectors are engaged in building preparation and training of personnel.


Floods


 FORMCHECKBOX 

A determination has been verified as to whether or not the facility is or is not in a flood zone.


 FORMCHECKBOX 

Critical records and equipment are not located on the ground floor if the facility has more than 
one floor. (Vital records are on the second floor but equipment is on the ground floor).

 FORMCHECKBOX 

If the facility has only one floor and is located in a flood zone, raised flooring has been installed 
and wiring and servers are elevated several inches off the ground.


 FORMCHECKBOX 

If there is another floor above the computer or equipment room, the ceiling above is sealed to 
prevent water damage.


Severe Weather

 FORMCHECKBOX 

Early warning systems are monitored on a periodic basis.


Air Contaminants

 FORMCHECKBOX 

Evacuation plans include shut down of the HVAC systems.


Telecommunications Failure

 FORMCHECKBOX 

An alternate form of communication is readily available in the event that local phone systems 
become inoperable. (Fails over to AT&T voice mail.  Phones can be manually re-routed to Los 
Angeles office).

 FORMCHECKBOX 

End-to-end trace of telephone circuits to identify single points of failure such as a common 
switch, router, PBX, or central telephone office

 FORMCHECKBOX 

Management is aware of whether or not it qualifies for government sponsored expedited 
restoration of telecommunications services through Telecommunications Service Priority 
Systems (TSPS), Government Emergency Telecommunications Service (GETS), or Wireless 
Priority Service Program (WPS), and has pre-arranged for such services in the event of an 
emergency. (ATA is not eligible as it is not classified as a critical business in the event of an 
emergency, such as a hospital)

Power Failure

 FORMCHECKBOX 

Voltage entering the computer room is regulated to prevent power fluctuations.  (Isolation 
transformers filter out spikes but not surges.  Surge suppressors are built into the UPS systems).

 FORMCHECKBOX 

An uninterruptible power supply (UPS) is in use with the computer system and has sufficient 
capacity to provide ample time to shut down the system in an orderly fashion and ensure that 
no data is lost or corrupted.  (Power capacity would provide for 10 minutes of normal 
operations plus shut down time).

 FORMCHECKBOX 

Other alternate sources of power such as generators are available and in working order.


 FORMCHECKBOX 

If a generator is available, then an ample supply of fuel is on hand for replenishment.


 FORMCHECKBOX 

A priority list is maintained to determine which equipment and facilities should be powered up 
and whether certain operations should be scaled back.


 FORMCHECKBOX 

Alternate power supplies receive periodic maintenance and testing to maintain operability.


 FORMCHECKBOX 

Local ordinances relative to the location of generators and the storage and delivery of fuel are 
understood and followed.


Equipment and Software Failure

 FORMCHECKBOX 

Temperature and humidity control systems are in place along with alarm or detecting devices.  
(Two air conditioners are in place).

 FORMCHECKBOX 

Data, operating systems, software applications, utility programs, and databases are backed up 
on a regular basis using a grandfather-father-son method and are rotated to an off-site location 
at least daily.


 FORMCHECKBOX 

Policies for labeling, listing, transporting, and storage of back-ups are documented and followed.


 FORMCHECKBOX 

Software applications are inventoried and related documentation is kept of-site.


 FORMCHECKBOX 

Two copies of the operating system are backed up with one copy kept in the software library 
and the other kept in an off-site location.


 FORMCHECKBOX 

Two copies of the proprietary software one copy kept in the software library and the other copy, 
including the source code, is kept in an off-site location.


 FORMCHECKBOX 

Two copies of utility systems are backed up with one copy kept in the software library and the 
other kept in an off-site location.


 FORMCHECKBOX 

Off-site storage is fire-resistant, environmentally controlled, and restricts physical access to 
authorized personnel.  (Off-site storage is Denver office).

Pandemic Event

 FORMCHECKBOX 

Potential outbreaks are monitored on a periodic basis and tracked according to first outbreak 
overseas, first U.S. outbreak, first state outbreak, first county outbreak, first city outbreak, and 
first company outbreak.


 FORMCHECKBOX 

Employees have access to soap and warm water and other hygiene tools for ongoing hygiene 
purposes.


 FORMCHECKBOX 

Employees have read the Center for Disease Control and Prevention brochures “Cover Your 
Cough” and “Clean Your Hands”.


 FORMCHECKBOX 

Procedures are documented for telecommuting in the event that employees need to be kept 
separated.


 FORMCHECKBOX 

Employees are cross trained and succession plans are in place.


 FORMCHECKBOX 

Company policies regarding absenteeism and absentee pay during a pandemic event are clearly 
written and understood by employees.

Employee Safety


 FORMCHECKBOX 

Employees have written procedures for reporting their safety status to a centralized location 
during a crisis. (The BCP documents the procedures for employees to check in with team leaders 
after and Amerilert broadcast).

 FORMCHECKBOX 

Adequate reserves of bottled water are on hand in the event of an emergency.


 FORMCHECKBOX 

Employees are furnished with an adequate supply of batteries to operate wireless devices, 
laptop computers, and other equipment in the event of a crisis.


 FORMCHECKBOX 

Management is prepared with a supply of cash or a separate checking account with designated 
signers in the event of a crisis that shuts down the electronic payment systems (ATMs, credit 
cards, and debit cards will all be affected in this type of crisis).


 FORMCHECKBOX 

Management has documented a plan for alternate transportation of critical services in the event 
that a widespread disaster diverts normal transportation for humanitarian and other emergency 
efforts.

Ops Manager, Inc.. 2011
All Rights Reserved






Recovery Formula

# of months =          1,000,000 – value of fixed assets 
 Alt. location rent + Alt. apartment rent
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Natural Disasters

Technical Disasters

Malicious Activity

Pandemic

Hazardous Materials Disasters
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Instructions

		

				Hazard and Vulnerability Analysis

		INSTRUCTIONS:

		Evaluate potential for event and response among the following categories using

		the hazard specific scale.

		Issues to consider for probability include, but are not limited to:

		1		Known risk

		2		Historical data

		3		Manufacturer/vendor statistics

		Issues to consider for response include, but are not limited to:

		1		Time to marshal an on-scene response

		2		Scope of response capability

		3		Historical evaluation of response success

		Issues to consider for human impact include, but are not limited to:

		1		Potential for staff death or injury

		2		Potential for patient death or injury

		Issues to consider for property impact include, but are not limited to:

		1		Cost to replace

		2		Cost to set up temporary replacement

		3		Cost to repair

		Issues to consider for business impact include, but are not limited to:

		1		Business interruption

		2		Employees unable to report to work

		3		Customers unable to reach facility

		4		Company in violation of contractual agreements

		5		Imposition of fines and penalties or legal costs

		6		Interruption of critical supplies

		7		Interruption of product distribution

		Issues to consider for preparedness include, but are not limited to:

		1		Status of current plans

		2		Training status

		3		Insurance

		4		Availability of back-up systems

		5		Community resources

		Issues to consider for internal resources include, but are not limited to:

		1		Types of supplies on hand

		2		Volume of supplies on hand

		3		Staff availability

		4		Coordination with MOB's

		Issues to consider for external resources include, but are not limited to:

		1		Types of agreements with community agencies

		2		Coordination with local and state agencies

		3		Coordination with proximal health care facilities

		4		Coordination with treatment specific facilities

		Complete all worksheets including Natural, Technological, Human and Hazmat.  The summary

		section will automatically provide your specific and overall relative threat.
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Natural Hazards

		HAZARD AND VULNERABILITY ASSESSMENT TOOL

		NATURALLY OCCURRING EVENTS

						SEVERITY = (MAGNITUDE - MITIGATION)

		EVENT		PROBABILITY		HUMAN IMPACT		PROPERTY IMPACT		BUSINESS IMPACT		PREPARED-NESS		INTERNAL RESPONSE		EXTERNAL RESPONSE		RISK

				Likelihood this will occur		Possibility of death or injury		Physical losses and damages		Interuption of services		Preplanning		Time, effectivness, resouces		Community/    Mutual Aid staff and supplies		Relative threat*

		SCORE		0 = N/A                 1 = Low                  2 = Moderate            3 = High		0 = N/A                  1 = Low                  2 = Moderate            3 = High		0 = N/A                   1 = Low                   2 = Moderate            3 = High		0 = N/A                    1 = Low                   2 = Moderate            3 = High		0 = N/A                       1 = High                     2 = Moderate           3 = Low or none		0 = N/A                      1 = High                     2 = Moderate               3 = Low or none		0 = N/A                            1 = High                     2 = Moderate               3 = Low or none		0 - 100%

		Hurricane		0		0		0		0		0		0		0		0%

		Tornado		0		0		1		1		0		0		0		0%

		Severe Thunderstorm		0		1		1		2		1		1		1		0%				http://weather.stormctr.com/bocafalls/NSGMap/NSGMap.php

		Snow Fall		0		0		0		0		0		0		0		0%

		Blizzard		0		0		0		0		0		0		0		0%

		Ice Storm		0		0		0		0		0		0		0		0%

		Earthquake		0		3		3		3		1		1		1		0%

		Tsunami		0		1		1		1		0		0		0		0%

		Chemical Exposure, External		0		2		1		1		2		1		2		0%

		Drought		0		0		0		0		0		0		0		0%				http://www.drought.unl.edu/dm/DM_state.htm?CA,W

		Flood, External		0		0		0		0		0		0		0		0%

		Flood Internal		0		0		1		1		1		2		2		0%

		Wild Fire		0		3		1		2		2		2		2		0%

		Landslide		0		1		2		2		0		0		0		0%

		Dam Inundation		0		0		3		3		0		0		0		0%

		Volcano		0		0		0		0		0		0		0		0%

		Epidemic		0		3		1		3		1		1		2		0%

		AVERAGE SCORE		0.00		0.88		0.94		1.19		0.50		0.50		0.63		0%

		*Threat increases with percentage.

		0				RISK  =  PROBABILITY * SEVERITY

		74				0.00		0.00		0.24

				Probability Quantified

				N/A		Has not occurred or will likely not occur again

				Low		Has not occurred in the last 50 years and is not expected to occur in the next 50 years

				Moderate		Has not occurred in the last 5 years and is not expected to occur in the next 5 years

				High		Has occurred in the last 5 years or is expected to occur in the next 5 years
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Technological Hazards

		HAZARD AND VULNERABILITY ASSESSMENT TOOL

		TECHNOLOGIC EVENTS

						SEVERITY = (MAGNITUDE - MITIGATION)

		EVENT		PROBABILITY		HUMAN IMPACT		PROPERTY IMPACT		BUSINESS IMPACT		PREPARED-NESS		INTERNAL RESPONSE		EXTERNAL RESPONSE		RISK

				Likelihood this will occur		Possibility of death or injury		Physical losses and damages		Interuption of services		Preplanning		Time, effectivness, resouces		Community/    Mutual Aid staff and supplies		Relative threat*

		SCORE		0 = N/A                 1 = Low                  2 = Moderate            3 = High		0 = N/A                  1 = Low                  2 = Moderate            3 = High		0 = N/A                   1 = Low                   2 = Moderate            3 = High		0 = N/A                    1 = Low                   2 = Moderate            3 = High		0 = N/A                       1 = High                     2 = Moderate           3 = Low or none		0 = N/A                      1 = High                     2 = Moderate               3 = Low or none		0 = N/A                            1 = High                     2 = Moderate               3 = Low or none		0 - 100%

		Electrical Failure		0		2		3		3		1		2		1		0%		http://www.sdge.com/outages/rotatingOutageStatus.shtml

		Generator Failure		0		0		1		2		1		2		1		0%

		Transportation Failure		0		0		0		0		0		0		0		0%

		Fuel Shortage		0		0		1		1		1		2		2		0%

		Natural Gas Failure		0		0		2		1		1		1		1		0%

		Water Failure		0		0		1		3		1		1		1		0%

		Sewer Failure		0		0		0		3		1		1		1		0%

		Steam Failure		0		0		0		0		0		0		0		0%

		Fire Alarm Failure		0		0		1		2		1		2		0		0%

		Communications Failure		0		0		0		3		1		2		0		0%

		Gas Failure		0		1		2		3		1		0		0		0%

		Vacuum Failure		0		0		0		0		0		0		0		0%

		HVAC Failure		0		0		0		0		0		0		0		0%

		Information Systems Failure		0		0		0		2		1		2		0		0%

		Fire, Internal		0		3		3		3		1		1		1		0%

		Flood, Internal		0		0		2		1		2		2		2		0%

		Supply Shortage		0		0		0		3		1		2		0		0%

		Structural Damage		0		1		1		1		1		1		1		0%

		AVERAGE SCORE		0.00		0.37		0.89		1.63		0.79		1.11		0.58		0%

		*Threat increases with percentage.

		0				RISK  =  PROBABILITY * SEVERITY

		102				0.00		0.00		0.31

				Probability Quantified

				N/A		Has not occurred or will likely not occur again

				Low		Has not occurred in the last 50 years and is not expected to occur in the next 50 years

				Moderate		Has not occurred in the last 5 years and is not expected to occur in the next 5 years

				High		Has occurred in the last 5 years or is not expected to occur in the next 5 years



&L&"Arial,Italic"&D&R&"Arial,Italic"&8&A :  &F



Human Hazards

		HAZARD AND VULNERABILITY ASSESSMENT TOOL

		HUMAN RELATED EVENTS

						SEVERITY = (MAGNITUDE - MITIGATION)

		EVENT		PROBABILITY		HUMAN IMPACT		PROPERTY IMPACT		BUSINESS IMPACT		PREPARED-NESS		INTERNAL RESPONSE		EXTERNAL RESPONSE		RISK

				Likelihood this will occur		Possibility of death or injury		Physical losses and damages		Interuption of services		Preplanning		Time, effectivness, resources		Community/    Mutual Aid staff and supplies		Relative threat*

		SCORE		0 = N/A                 1 = Low                  2 = Moderate            3 = High		0 = N/A                  1 = Low                  2 = Moderate            3 = High		0 = N/A                   1 = Low                   2 = Moderate            3 = High		0 = N/A                    1 = Low                   2 = Moderate            3 = High		0 = N/A                       1 = High                     2 = Moderate           3 = Low or none		0 = N/A                      1 = High                     2 = Moderate               3 = Low or none		0 = N/A                            1 = High                     2 = Moderate               3 = Low or none		0 - 100%

		Mass Casualty Incident (trauma)		0		0		0		0		0		0		0		0%

		Mass Casualty Incident (medical/infectious)		0		0		0		0		0		0		0		0%

		Terrorism, Biological		0		3		2		3		1		1		1		0%

		VIP Situation		0		2		0		0		1		1		1		0%

		Infant Abduction		0		0		0		0		0		0		0		0%

		Hostage Situation		0		0		0		0		0		0		0		0%

		Civil Disturbance		0		0		2		2		1		1		1		0%

		Labor Action		0		0		0		0		0		0		0		0%

		Forensic Admission		0		0		0		0		0		0		0		0%

		Bomb Threat		0		1		1		2		1		1		1		0%

		AVERAGE		0.00		0.60		0.50		0.70		0.40		0.40		0.40		0%

		*Threat increases with percentage.

		0				RISK  =  PROBABILITY * SEVERITY

		30				0.00		0.00		0.17

				Probability Quantified

				N/A		Has not occurred or will likely not occur again

				Low		Has not occurred in the last 50 years and is not expected to occur in the next 50 years

				Moderate		Has not occurred in the last 5 years and is not expected to occur in the next 5 years

				High		Has occurred in the last 5 years or is not expected to occur in the next 5 years
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Hazardous Materials

								Hazard Vulnerability Assessment

		EVENTS INVOLVING HAZARDOUS MATERIALS

						SEVERITY = (MAGNITUDE - MITIGATION)

		EVENT		PROBABILITY		HUMAN IMPACT		PROPERTY IMPACT		BUSINESS IMPACT		PREPARED-NESS		INTERNAL RESPONSE		EXTERNAL RESPONSE		RISK

				Likelihood this will occur		Possibility of death or injury		Physical losses and damages		Interuption of services		Preplanning		Time, effectivness, resouces		Community/    Mutual Aid staff and supplies		Relative threat*

		SCORE		0 = N/A                 1 = Low                  2 = Moderate            3 = High		0 = N/A                  1 = Low                  2 = Moderate            3 = High		0 = N/A                   1 = Low                   2 = Moderate            3 = High		0 = N/A                    1 = Low                   2 = Moderate            3 = High		0 = N/A                       1 = High                     2 = Moderate           3 = Low or none		0 = N/A                      1 = High                     2 = Moderate               3 = Low or none		0 = N/A                            1 = High                          2 = Moderate                 3 = Low or none		0 - 100%

		Mass Casualty Hazmat Incident (From historic events at your facility with >= 5 victims)		0		2		0		2		1		2		1		0%		http://hazmat.globalincidentmap.com/home.php

		Small Casualty Hazmat Incident (From historic events at your facility with < 5 victims)		0		1		0		2		1		2		1		0%		http://www.sdcounty.ca.gov/deh/doing_business/hazmat_search.html

		Chemical Exposure, External		0		2		0		0		1		2		2		0%

		Small-Medium Sized Internal Spill		0		0		1		2		1		2		1		0%

		Large Internal Spill		0		0		0		0		0		0		0		0%

		Terrorism, Chemical		0		3		0		3		1		1		2		0%

		Radiologic Exposure, Internal		0		0		0		0		0		0		0		0%

		Radiologic Exposure, External		0		3		0		2		1		1		1		0%

		Terrorism, Radiologic		0		2		2		2		1		1		2		0%

		AVERAGE		0.00		1.44		0.33		1.44		0.78		1.22		1.11		0%

		*Threat increases with percentage.

		0				RISK  =  PROBABILITY * SEVERITY

		57				0.00		0.00		0.35

				Probability Quantified

				N/A		Has not occurred or will likely not occur again

				Low		Has not occurred in the last 50 years and is not expected to occur in the next 50 years

				Moderate		Has not occurred in the last 5 years and is not expected to occur in the next 5 years

				High		Has occurred in the last 5 years or is not expected to occur in the next 5 years
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Summary

		SUMMARY OF HAZARDS ANALYSIS

				Natural		Technological		Human		Hazmat		Total for Facility

		Probability		0.00		0.00		0.00		0.00		0.00

		Severity		0.24		0.31		0.17		0.35		0.27

		Hazard Specific Relative Risk:		0.00		0.00		0.00		0.00		0.00

		Instructions:

		Use your mouse to highlight the cells in column A & B rows 46 through 99

		From the Data Menu, sort by column B, highest to lowest

		Top Rankings

		Earthquake		0%

		Wild Fire		0%

		Electrical Failure		0%

		Fire, Internal		0%

		Epidemic		0%

		Terrorism, Biological		0%

		Terrorism, Chemical		0%

		Terrorism, Radiologic		0%

		Chemical Exposure, External		0%

		Flood, Internal		0%

		Mass Casualty Hazmat Incident (From historic events at your facility with >= 5 victims)		0%

		Radiologic Exposure, External		0%

		Severe Thunderstorm		0%

		Flood Internal		0%

		Generator Failure		0%

		Fuel Shortage		0%

		Water Failure		0%

		Gas Failure		0%

		Civil Disturbance		0%

		Bomb Threat		0%

		Small Casualty Hazmat Incident (From historic events at your facility with < 5 victims)		0%

		Chemical Exposure, External		0%

		Small-Medium Sized Internal Spill		0%

		Dam Inundation		0%

		Natural Gas Failure		0%

		Sewer Failure		0%

		Fire Alarm Failure		0%

		Communications Failure		0%

		Supply Shortage		0%

		Structural Damage		0%

		Information Systems Failure		0%

		VIP Situation		0%

		Tsunami		0%

		Tornado		0%

		Hurricane		0%

		Snow Fall		0%

		Blizzard		0%

		Ice Storm		0%

		Drought		0%

		Flood, External		0%

		Landslide		0%

		Volcano		0%

		Transportation Failure		0%

		Steam Failure		0%

		Vacuum Failure		0%

		HVAC Failure		0%

		Mass Casualty Incident (trauma)		0%

		Mass Casualty Incident (medical/infectious)		0%

		Infant Abduction		0%

		Hostage Situation		0%

		Labor Action		0%

		Forensic Admission		0%

		Large Internal Spill		0%

		Radiologic Exposure, Internal		0%
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Summary

		



Relative Threat to Facility

Hazard Specific Relative Risk to [Company]



		



Relative Impact on Facility

Probability and Severity of Hazards to [Company]



				1



Earthquake Wild Fire Electrical Failure Fire, Internal Epidemic Terrorism, Biological Terrorism, Chemical Terrorism, Radiologic Chemical Exposure, External Flood, Internal Mass Casualty Hazmat Incident (From historic events at your facility with >= 5 vict

Hazard Rankings

Hazard Rankings
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Power

Water

Sewer

Emergency Power

UPS

Natural Gas

Fuel Oil

Breathing Air

HVAC

Fire Alarm

Fire Sprinkler

Security Systems

Telephone

Cable

System immediately fails when supporting service fails

System failes within a period of time after the supporting system fails

No system interdependencies; no impact
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http://www.batchgeocode.com/

Sheet1

		# Note: This is an example template, replace addresses and info below with your own

		# not all address fields are required, but the more you have, the more accurate your geocoding will be

		# you can add your own columns as well, or get rid of ones you don't need (email, URL, etc.)

		# when you are done entering your addresses, copy/paste the data into Step #1 on BatchGeocode.com

		Address		City		State		Zipcode		Name		Cell Phone		Group		URL		Email

		6005 Hidden Valley Road		Carlsbad		CA		92011		Deb Beddoe		(760) 415-8582		ACP		www.youropsmanager.com		deb@youropsmanager.com

		10210 Campus Point Drive		San Diego		CA		92121		Steve Hauser				ACP

		5775 Morehouse Drive		San Diego		CA		92121		Katie Wiest

		10945  Vista Sorrento Parkway		San Diego		CA		92121		Suzanna Hall

		9330 Balboa Avenue		San Diego		CA		92123		Gabriella Fuentes Stewart

		10256 Meanley Drive		San Diego		CA		92131		Cindy Isaacs

		9785 Town Center Drive		San Diego		CA		92121		Spencer McDonald

		1700 Pacific Highway		San Diego		CA		92101		Renee Sherrill

		11455 El Camino Real		San Diego		CA		92130		Glenda Eardman
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 Department Information
 Business Systems
 Customer Systems
 Vendor Systems
 Documents
 Fines or Financial Impact
 Time Sensitivities
 Seasonal Impacts
 Back Up Methodology
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Department:


Business Impact Analysis – [Company Name]

Are you dependent on any 


department to complete this 


process or is another 


department dependent on 


your completing this process? 


If so, describe here:


Location:


A brief description of the 


business process being 


performed:


If you use reference materials 


to complete this process, list 


the materials here:


What business forms are used 


during the completion of this 


process?


Who does this process 


impact?


If this process results in 


reports or forms that are 


generated, list the names of 


those forms here:


How often do you perform 


this process?


Your Name:


How long does it usually 


take to complete this 


process?


Is there a specific time of 


day, day of the week, week 


of the month, month of the 


year that the function 


would be more vulnerable 


to risk/exposure or the 


impact to the business 


would be greater if the 


process is not performed? 


How critical is this process to 


yourself, customers, vendors, 


employees or the business in 


general?


In the event of a crisis that 


would make your workspace 


unavailable, how many man 


hours would it take to 


recreate the ability to perform 


this process at an off-site 


facility?


What has to happen or 


needs to be available before 


the process can be 


performed? 


Who else is involved in this 


process with you?


Are there currently manual 


workaround procedures in 


place that would enable the 


process to be performed in 


the event that IT is 


unavailable? If so how long 


could these workarounds be 


used to continue the function?


What skills are required to 


complete this process?


Who else can complete this 


process in your absence?


What software and/or 


applications are needed to 


support the process?


If there are fines, fees, or 


other financial impact if this 


process were not done in 


time, describe those financial 


impacts and the timing:


What hardware or 


equipment is used to 


complete this process?


Where does the 


output of this process go after 


you are done with it?


What network connections 


are required?


What data or reports do you 


use to complete this process?
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Backup Locations
Information # Backup 

Locations
Corporate
Offices

Region 1 Region 2 Region 3 Offsite Location Other Location

Corp. Office 3 √ √ √
Region 1 3 √ √ √
Region 2 2 √ √
Region 3 2 √ √
Corp. Incremental

1 √

Region 1 
Incremental 1 √

Region 2 
Incremental 1 √

Region 3 
Incremental 1 √

Purchased 
Software 4 √ √ √ √

Proprietary 
Software 3 √ √ √

Mail Server 2 √ √
Phone Switch

1 √

Access Control 
System 0

Desktop Data
0
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 Amerilert – Single click to all endpoints 
(email, cell, facebook, PA system, LED signs, 
fire alarms, etc)

 Slack - group text messaging features
 Everbridge & Informacast – Good reputations
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 Free Stuff From The County!
◦ Preparedness Wheel
◦ Emergency Kit Refrigerator Magnet
◦ Family Disaster Plan and Personal Survival Guide
◦ Alert San Diego
◦ Disaster Preparedness Group Training
◦ Open For Business
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760-603-1800
deb@youropsmanager.com
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