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Essential Components of a Business Continuity Plan:
1. Executive Summary and Plan Objectives

e Brief overview of the BCP purpose and scope.
e High-level explanation of what the plan aims to achieve.

2. Governance and Responsibilities

e BCP ownership and management structure.

e Names, roles, and contact details of the Business Continuity Team.

e C(Clearroles and responsibilities for departments and individuals during a
disruption.

3. Business Impact Analysis

e Identification of critical business functions and processes.

e Assessment of the impact of disruptions (financial, operational,
reputational).

e Recovery Time Objectives (RTO) — how quickly processes must be
restored.

e Recovery Point Objectives (RPO) — acceptable data loss thresholds.

4. Risk Assessment

e Identification of potential risks and threats (e.g., natural disasters,
cyberattacks, power outages, supply chain failures).
e Evaluation of likelihood and potential impact.
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e Mitigation strategies for reducing risk exposure.
Critical Resources and Dependencies

e List of critical systems, applications, equipment, and data.
e |dentification of key suppliers, vendors, and third-party dependencies.
e Required facilities and infrastructure.

Business Continuity Strategies

e Specific strategies for maintaining or restoring critical operations.

e Plans for alternate work locations (e.g., remote work, backup offices).
e Backup power, IT system recovery, and alternative suppliers.

Emergency Response Plan

e Immediate actions to protect people, property, and the environment.
e Evacuation procedures, shelter-in-place protocols, and first aid.
e Contact information for emergency services.

Crisis Communication Plan

e Internal and external communication procedures.

e Pre drafted messages for employees, customers, media, and
stakeholders.

e Designated spokesperson(s) and communication channels.
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9. IT Disaster Recovery Plan
e Steps for restoring IT systems, applications, and data.
e Backup procedures, recovery sites, and technical recovery teams.
e Coordination with broader business continuity efforts.

10. Training and Awareness

e Regular employee training and awareness programs.
e Department-specific drills and table top exercises.

11. Testing

e Schedule for testing the BCP (e.g., simulations, drills, table top exercises).

e Procedures for documenting and evaluating test results.
e Continuous improvement based on lessons learned.

12. Plan Maintenance and Review

e Procedures for reviewing and updating the plan regularly.

e Triggers for updates (organizational changes, new risks, post-incident
reviews).

e Version control and distribution lists.

13. Appendices

e Key contact lists
e Checklists
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Templates

14. Legal and Regulatory Considerations

Industry specific requirements
Regulator requirements

15. Third Party Continuity Plans

Suppliers and contractors Continuity Plans
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