

Business Continuity Planning – Key Information


INFORMATION FOR EMERGENCIES AND BUSINESS CONTINUITY PLANNING

(It is useful if a separate form is completed for teams in different buildings or on separate floors in large buildings)

	Company
	

	Division
	

	Department
	

	Completed by 
	

	Date (dd/mm/yy)
	


LOCATION INFORMATION (used in emergency and for checking and updating central records)
	City / region  
	

	Street address 
	

	Building name and level
	

	Postal address
	

	Main phone (inc STD)
	

	Main fax (inc STD)
	

	Approximate # of staff
	


KEY STAFF INFORMATION

	Details
	Key Staff
	Deputy

	Role
	
	

	First and last name 
	
	

	Mobile phone
	
	

	Home phone (inc STD)
	
	

	Home address 


	
	

	
	
	

	Role
	
	

	First and last name 
	
	

	Mobile phone
	
	

	Home phone (inc STD)
	
	

	Home address 


	
	

	
	
	

	Role
	
	

	First and last name 
	
	

	Mobile phone
	
	

	Home phone (inc STD)
	
	

	Home address 


	
	

	
	
	

	Role
	
	

	First and last name 
	
	

	Mobile phone
	
	

	Home phone (inc STD)
	
	

	Home address 


	
	

	
	
	


EMERGENCY RESOURCE REQUIREMENTS


Enter the requirements needed in the event of emergency procedures being implemented - assume limited resources only are available.  Only enter the resources required by your Section.

	TABLE A  - Vital Records
	Medium (electronic / hardcopy, etc)
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	TABLE B  - Critical Tasks
	Usual

No. of Staff
	No. of staff required  to complete tasks if disruptions for following time periods:

	
	
	1 Day
	1 Week
	4 Weeks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	TABLE C  - Computer Software 
	No. of staff who use it
	In an emergency, software required  within: (tick appropriate box)

	
	
	1 Day
	1 Week
	4 Weeks

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	TABLE D  - Computer Equipment
	Usual quantity
	In an emergency, quantity required in:  

	
	
	1 Day
	1 Week
	4 Weeks

	Network PCs
	
	
	
	

	Laptops
	
	
	
	

	Stand Alone PCs
	
	
	
	

	Dumb Terminals
	
	
	
	

	Printers
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	TABLE E  - Office Equipment
	Usual quantity
	In an emergency, quantity required in:  

	
	
	1 Day
	1 Week
	4 Weeks

	Office Station (Desk & Chair)
	
	
	
	

	Telephone
	
	
	
	

	Cabinets
	
	
	
	

	Photocopier (Shared)
	
	
	
	

	FAX (Shared)
	
	
	
	

	Others:
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