Planning for Disruption Caused by Fire, Smoke & Water


Worksheet 1: Business Recovery Planning

Specific information will be required for organizing a business recovery management team, determining the time sensitivity of business functions, setting maximum allowable down time, and restoring business operations. Long-term planning needs also need to be addressed.

Creating Your Recovery Management Team
Don't feel limited to just essential personnel who know about specialized functions in your business. Also consider those you work with on the outside. Think about your CPA, lawyer, your insurance representative, or a good business associate who is a friend and check out the possibilities of someone at the Small Business Administration (SBA).
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Write down the names of four or five people you would like on your team.
	1.

	2.

	3.

	4.

	5.
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List what each can contribute to your business recovery team.
	1.

	2.

	3.

	4.

	5.


For a person to be on your business recovery team they must be able to provide positive and constructive input. If they cannot do this, remove them from your list. Remember to list the team members who are from your business by title and not name.

How to use Your Business Recovery Team 
When and where, will you hold your first meeting for your recovery team to introduce them to the contingency plan? You will need a second, third, and fourth meeting to make decisions and assignments regarding your recovery plan.

Time Sensitive Business Functions
[image: image3.wmf] 

They need not be in order now. Ordering is one of the projects for management recovery meetings.
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By priority, list the time sensitive business functions.

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.
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Set maximum allowable time limits for time sensitive business functions
       Setting the maximum allowable time any one function of the business is out of service is a priority  
       for the management team and their planning mission.

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.


Long term could mean a month, a year or more. Issues that must be resolved, whatever their size, must be considered to return to normal operational status. There are times when lack of attention to small details amounts to a continued disruption of the business.
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List by priority what long-term issues need to be resolved in a worst-case scenario for a fire, smoke     
      and water damage disruption.

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.
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