Starting the Business Contingency Plan


Worksheet 9: Getting Ready to Write Your Plan
Since our first plan will involve “Safety of people”, all of the who, what, when, where, why and how questions ask will refer to an Evacuation Plan for people. Please answer all of the questions below. 

Who-
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Who will be affected by the plan? 
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Who is responsible for developing the plan?
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Who will implement the plan in an emergency?



Which-
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Which emergency will be covered? 




[image: image5.wmf] 

Which area of business will be involved? 




When-
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When will this plan be used? 
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When will the plan be finished and ready to use? 




Where-
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Where will the plan be kept?

Why-
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Why are you making this plan (a reason)? 
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Why will you use this plan (a reason)? 


How- 
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How will you use this plan? 
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How will you instruct others in using this plan?
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How will the plan be activated in an emergency?

