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Introduction
Welcome to the Disaster Recovery & Resiliency Planning Workbook; a proactive approach to planning
for disasters.
Minimization of issues and maintaining profits is what comes of being proactive. Reacting to a disaster
is better handled when the groundwork has been laid to execute appropriately. Developing a plan of action can be difficult during a disaster. Instead of dreading potential disasters, you can come back to this
workbook pre-disaster, during a disaster, and post-disaster.

This is a workbook created to serve as a guided outline to help you and your business prepare for, respond to, and react to various disasters. The workbook is designed to help you plan your own resiliency
plan that best fits your business in the event of a disaster.

During the SWOT Analysis in support of the development of the Comprehensive Economic Development Strategy (CEDS) a weakness was identified. That weakness is a lack of economic resiliency in
Southern Illinois. The Greater Egypt region has a significant reliance on government funded jobs, large
employers, and is often impacted by natural disasters such as flooding and storms. Other threats such as
pandemics could have a crippling effect on the districts economy.

Continued efforts to diversify the economy, plan for responding to disasters and pandemics, and implementing plans for hazard mitigation will lessen the reliance on government jobs, large employers,
and reduce the impacts from natural disasters and pandemics. The workbook is one part of the disaster
recovery and resiliency economic development plan, focused on pandemic recovery and resiliency, and
consistent with the approved CEDS.

Utilize this workbook to prepare and build resiliency in support of the goal to increase the Greater
Egypt District’s total labor force from 103,194 to 108,000 by 2025 using the strategy of retaining and
expanding existing businesses.
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Background
Building resilience to disasters, known and unknown, can be challenging for any business. Resiliency focuses on
businesses positioning themselves to protect their resources, their brand equity, and their staff from threats. Resiliency builds upon the ideas of preparedness and recovery by focusing on how businesses can maintain some
form of operations in the face of unexpected disasters. Preparedness and recovery planning are critical to maintaining business functions before, during, and following, an incident through mitigation and response actions.
Greater Egypt Regional Planning and Development Commission* (Greater Egypt) developed this workbook to
help businesses develop and organize their resiliency plan.

During the resiliency phase of a major disaster, the focus should be on both Emergency Support Functions and
Recovery Support Functions. The content of this workbook focuses on the following 7 core mission areas:

1. Identifying and Assessing Needs
2. Identifying and Assessing Risks
3. Identifying Strengths
4. Planning to Deliver Capabilities
5. Maintaining Profitability
6. Ensuring Health of Stakeholders
7. Reviewing and Updating

Comprehensive resiliency and recovery plans and processes work to turn a disaster into an opportunity to enhance resiliency and determine how a business could be more efficient and cost-effective by evaluation, reassessment and revision.

* Hyperlink address: http://greateregypt.org/
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Overview
The following are potential roles of this Workbook regarding resiliency and recovery, predicated on
effective implementation of the Resiliency Plan:
• Support the planning process including emerging and/or persistent needs.
• Ensure businesses are connected with recovery assistance programs.
• Contribute to community-wide resiliency and recovery planning.
• Advocate for the needs of business resiliency planning in the Greater Egypt
District.
• Make available opportunity for collaboration with various organizations
• Act as an interface for technical assistance, information sharing, and available resources in the area.
Periodically reviewing and updating the downloadable documents in the appendix is important to being
effective in your disaster resiliency. It is also recommended that you communicate this plan and any
changes made to the plan with key staff members so execution of any action will be carried out without
any confusion.
This Workbook provides templates for assessment of your organization (e.g., damage assessment and
needs assessment), a sample Emergency Action Plan, and sample pre-disaster plans that can be modified into disaster-specific plans. Downloadable versions of the documents found in the appendices
of the workbook can be found at our website: _________

DISCLAIMER: Businesses are not required to use this Resiliency Workbook including the templates
for assessments, contact numbers, etc. The templates and samples may be modified to fit your specific
organization (some sections may not be applicable to all organizations). This workbook and its contents are designed to provide your organization with options. We hope that this Workbook can help
organizations develop or improve upon plans that are appropriate for their organization.

For more information, visit https://greateregypt.org/ or contact our team via email at:
rayefields@greateregypt.org
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Recovery Procedure Template
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Be Proactive
Proactive measures an organization
should take before a disaster

Welcome to the first page of your disaster plan guide. There are three secitons to this workbook:
				1. Be Proactive
				2. Be Reactive
				3. Reflective Reassessment
The first section, ‘Be Proactive’, will help you to prepare a disaster plan. A disaster plan is a recorded process that is designed to assist an organization in executing recovery procedures in response
to a disaster. The purpose of this plan is to have a consistent plan of action before, during, and
after a disaster, The following section ‘Be Proactive’, is the longest section in the workbook. This
section will help to develop your plan, top to bottom, while the following sections, ‘Be Reactive’
and ‘Reflective Reassessment’, are a call to action.

Administration

Before a disaster occurs you want to have your administration in order. If you have an organized and
well trained disaster team, you will be better set up in a disaster. There are three priorities in creating a
strong disaster team for your company:

Establishment of a Team

Establish a disaster team. Assign roles and responsibilities
to trustworthy employees: this
could be a single person, or a
team. The disaster team should
be involved in the creation of
the disaster plan.

Team Roles

Team roles are important to
eliminate inconsistencies.
Team roles mitigate confusion
amongst team members on
what needs to be done and by
whom.

Team Responsibilites

It is important that team members know their responsibilities.
Assigning and practicing responsibilities pre-disaster ensures team members preform
their assigned task. Practice will
give your team confidence that
they can perform their task in
the face of an emergency.

Needs Assessment

A needs assessment is designed to assist in identifying and documenting the needs of the organization
and how those needs could be achieved through inputs and activities utilized by the organization. It’s
important because it shows the company the immediate needs in a concise format.
Utilize the space below and on the next page to get a head start on establishing a disaster team, assigning
roles and responsibilities, and making notes of the needs of the organization for a needs assessment. If
you are in need of further guidance with the needs assessment please reference Appendix I:
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This is designed for you and your business in case of an emergency:

Emergency Action Plan Template

Section 1: Plan goals
•
•
•
•
•

To minimize interruptions to normal operations
To limit the extent of disruption and damage
To minimize the economic impact of the interruption
To establish alternative means of operation in advance
To train personnel with emergency procedures

Section 2: Disaster recovery procedures
• Emergency Response Procedures: to document the appropriate emergency response to a fire, natural
disaster, or any other activity in order to protect lives and limit damage
• Backup Operations Procedures: to ensure the essential data processing operational tasks can be conducted after the disruption
• Recover Actions Procedures: to facilitate the rapid restoration of a business operation following a
disaster.

Section 3: Communications plan:
• Identify person(s) responsible for making notifications to staff, vendors, customers, and other important parties. Determine the various means of communication with your employees, customers,
and critical business constituents. Keep a list of 24-‐hour emergency numbers for all your employees,
and develop a call tree to keep employees informed.

Section 4: Information services backup procedures:
• Back‐up files daily/weekly/monthly.
• All saved media is stored off‐site at ________ (location).
• It is recommended that all personal computers be backed up. Copies of the personal computer files
should be uploaded to the server on ________ (date) at ________ (time), just before a complete save
of the system is done. It is then saved with the normal system save procedure. This provides for a
more secure backup of personal computer-related systems where a local area disaster could wipe out
important personal computer systems.

Section 5: Time table to restoration of normalcy:
• Evaluate the time and duration for this arrangement and when systems will be back to normal. Keep
clients/vendors informed and give them those estimates and keep them posted.

Section 6: Testing the disaster recovery plans:
• In successful contingency planning, it is important to test and evaluate the plan regularly. Keep your
plan current. Keep records of changes to your plan, contact lists, backup schedules and procedures.
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Plan Checklist:
Notify senior management
Contact and meet your disaster recovery team (virtually if needed)
Determine degree of disaster
Implement proper recovery plan dependent on extent of disaster
Monitor progress
Contact all necessary personnel
Contact vendors
Contact customers/clients
Set up temporary office and workspace, if needed
Follow-up Checklist

Create your business specific Plan Checklist below:
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List teams and tasks of each
Obtain emergency cash and set up transportation to and from backup site, if necessary
Set up living quarters, if necessary
List all personnel and their telephone numbers
Establish/use participation plan
Set up the delivery and the receipt of mail
Establish emergency office supplies
Rent or purchase equipment, as needed
Determine applications to be run
Set up primary vendors for assistance with problems incurred during emergency
Plan for transportation of any additional items needed at backup site
Ensure that all personnel involved know their tasks
Notify insurance companies

Create your specific teams and tasks below:

16

Business Continuity & Relocation Strategy
A business continuity strategy and a relocation strategy are key components of a strong resiliency plan.
Business Continuity: The process of creating systems of prevention and recovery to deal with potential
threats to a company. The goal is to enable ongoing operations before and during execution of disaster
recovery.
Relocation Strategy: A full-service transition to an alternate location. The goal is to, again, ensure
ongoing operations during the event of a disaster. Relocation can mean utilizing a second location or
preparing for remote work
Do you have the essential tools to access files or
work remotely?
These things could include but are not limited to:
Laptop

VPN

File Backups

Headphones

Cameras

Internet

Does your organization have the essential
tools and access to operational data?

Yes

No

Does your organization have the ability to
transfer operations to a mobile alternate
location?

Yes

Make a list of essential tools that you might need
in case of an incident that requires someone to
work from home below:

No

Does your organization have the ability to
move outsourced processes either in-house
or to a third-party?

Yes

No

Does your organization have the appropriate
policies in place to continue operations in
the midst of a disaster (i.e., who does what,
when)?

Yes

No

Evaluate risks
to your organization
by completing a risk
assessment. Need help?
See Appendix F
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Do you have a database of all of your business
partners?

Yes

What business processes will cease during a disaster event?

No

Do they have a way to get in contact with you
in the event of an emergency?

Yes

No

Make a list of ways that your suppliers and
clients could reach you (social media platforms, separate phone number) and use
Appendix F to make a list of key business
contacts in case of a disaster.
Ensure that suppliers have your emergency
contact information. It is important that businesses can still get in contact with their clients
and vice-versa.

Based on the questions above, list the Business
Continuity Relocation Strategy needs/wants of
your organization in the area below
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The purpose of these pages is to give you step by step guidance on what steps you should take. It is crucial that
your business is able to be up and running again as soon as possible after shut down.
Below is a recovery timeline, as well as an example of the recovery timeline chart that can be found under Appendix W

The Capacity Worksheet on the following page allows you project what you might need and how long it
would take to recover to full capacity. Communication to customers and suppliers the duration of your
opening/closures is key to adding resiliency to your business. This is also important for estimating the
monetary loss of not being open so you can prepare financially and mentally.

If your business had to shut down for ______ amount of time, how fast would you be able to be back up and
running after a pandemic?

Length of time

Tools

Open

1 week post shut down

Immediately I need: A new space
for operations, workers returning

Core Mechanics: HR/Admin,

2 weeks post shut down
4 weeks post shut down
Complete Restart
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*See website ___________ for printouts
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** Greater Egypt Regional Planning and Development Commission: greateregypt.org

Human Resources
Optimal Employee Range: The number of employees needed to operate your business.
Cross Training: Training employees across skill sets to perform at more than what that individual may
have been hired for to mitigate through absence due to illness and/or quarantine.

What is your employee range?
How many employees do you need to operate
your business? _______________

Does your organization have a work from
home policy addressing the following
items:
The tools needed to work at home and how the
business will address needs of each
employee?

Can you utilize a staffing comany as a back up
pool of workers?

Yes

Yes

No

Defined alert levels?

Could you hire back recent retirees on a short
term basis? Don’t think about full time only,
part-time hire-backs can be valuable.

Yes

Yes

No

Yes

If working home isn’t an option, alternative shift
schedules of the standard scheduling may be a possibility. This results in fewer employees in a space at
a given time, which could help limit an individual’s
exposure to illnesses in general. Such arrangements
could also be beneficial to working parents in the
case of a school closure (Example, one group of
workers come in Sunday, Tuesday, Wednesday–12
hour shifts and another group of workers come in
Monday, Thursday, Friday-12 hour shifts with alternating Saturdays).

No

Communications internally and externally?

No

Alternative shift schedules:

No

Restrictions and guidelines for matters such as
travel?

Is cross training employees an option for you?

Yes

No

Yes

No

Local, State, and Federal laws applicable to at-home
work?

Yes

No

Monetary considerations for employees asked to
leave the job due to reductions caused by disaster?

Yes

No

Pay benefits for employees forced to stay at home
and care for family members?

Yes
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No

Does your organization update the contact list for Cross training or upskilling employees is beneficial
employees quarterly?
because cross trained employees can fill in when
others are on vacation, sick leave, or leave unexpectYes
No
edly, to keep business moving. How can you incorporate cross training into your business?
Does your organization invest in training to build
a culture of teamwork within your organization?

Yes

No

Has your organization evaluated the strengths and
weaknesses amongst employees?*

Yes

No

Do multiple employees have the skills needed to
perform multiple essential tasks of the organization?

Yes

No

Based on the questions in this section, list the Human Resource needs/wants of your organization

*This can impact ability and capacity to work remote
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Communication Channels
Is there a plan in place for employees to communicate effectively in times of disaster?

Yes

No

Are multiple channels in place to communicate to customers/clients, regional offices, supply chain/service providers, board of directors, etc.?

Yes

No

Do you have a social media strategy active on more than one platform?

Yes

No

Are passwords known and securely stored in multiple locations for all platforms and programs?

Yes

No

Can staff work from home with the given communication channels?

Yes

No

Based on the questions above, list the Communication Channel needs/wants specific to your
organization.
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Health, Safety, & Building a Resilient Team
Does your organization follow the guidelines of
leading global, federal, state, and local authorities (e.g., WHO, CDC)?

Yes

No

Inventory health and sanitation products. Are
there health and sanitation products readily
available for all employees?

Yes

No

Based on the questions just answered, list the needs/
wants of your organization in the box below
Building a resilient staff
and ensuring adequate supplies

Does your organization host vaccine clinics to
build resilience amongst staff?

Yes

No

Does your organization provide health insurance?

Yes

No

Is there a TeleMed option?*

Yes

No

Does your organization provide gym access or
discounts to local gyms in the area?

Yes

No

Does your organization host CPR Training?

Yes

No

Does your organization teach staff proper use
and location of Personal Protective Equipment
(PPE)?

Yes

No

*TeleMed:TeleMed, short for Telemedicine, is the distribution of health-related services and information via
electronic information and telecommunication technologies. It allows for long-distance patient and clinician
contact, care, advice, reminders, education, intervention,
monitoring, and remote admissions. For a TeleMed distribution sheet, refer to Appendices O.
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Information Technology (IT)
Do you have cybersecurity in place?

Yes

No

If yes, is it updated periodically?

Yes

Yes

No

Does your organization have a forwarding number in case the organization phones are disabled?

Yes

Is your data backed up (e.g., documents, operating systems, applications, utility programs, databases, other critical software, employee contacts,
vendor contacts, etc.)?

No

If yes, how is it backed up (network servers, external hard drives, cloud environment, mirrored
off-site)?

If changes are made to the production systems,
business processes, etc., are recovery systems and
policies being updated accordingly and periodically?

Yes

No

Do you have a plan developed to address both
short and long term power outages?

Yes

No

If you use generators, do you periodically test
and conduct continued maintenance of generators?

Yes

No

Is the load capacity of the generator (e.g., length
of time, useful life, level of power supplied) documented? If so, where?

Yes

No

No
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Create a Data Back-up Plan if one has not already been created (See Appendix L)

Evaluate your organization’s IT systems by completing an IT Systems Report quarterly.

Based on the questions, list the needs/wants of your organization in the space below

The following page includes an example of what a facilities systems status sheet might look like. This
page should be used as a checklist guideline to keep track of your systems and how they are functioning. Want an editable version of this sheet? See Appendix E.
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Facilities Systems Status
Incident Name:

Time Completed:

Date: From _______ to _________
Name of Department/Unit reporting status:
Contact Number:
System
Status
Comments: If not fully functional give; location, reason, and
estimated time, and necessary resources for repair. Identify who
reported or inspected.
Power
_ Fully functional
_ Partially functional
_ Nonfunctional
Lighting

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

Water

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

Sewage / Toilets

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

Telephones

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

IT systems

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

_ N/A
Remarks (cracked walls, broken glass, falling light fixtures. Ect.)

Prepared by

PRINT NAME____________________

FACILITY ________________________

SIGNATURE _____________________

DATE/TIME ______________________
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Supply Chain

Has your organization documented the operational approach with its suppliers during a disaster?

Yes

Has your organization established a key
customers and suppliers liability document in
case of a shortage?

No

Yes

Do you have a back-up or secondary supplier?

Yes

No

Has your organization developed plans for surge
buying before, during and after a disaster?

No

Yes

What suppliers are critical to maintain
operations?

No

Determine what goods, services, and shipping
methods may be impacted by a disaster.

Have alternate suppliers been identified and contacted?

Yes

No

If your organization exports goods and/or services, have alternate shipping methods been
identified and contacted?

Evaluate your organization’s supply and distribution chain by completing a vendor’s list and
customers list quarterly (need assistance? See
Yes
No
Appendix D)
Based on the questions above, list the supply chain needs/wants of your organization in the box below
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Company Specific Recovery Needs

Recovery Procedure: The process that allows a business to resume normal operating status.
Has your organization documented a Potential Recovery Procedure for a disaster situation?

Yes

No

Take a look at page 27. It’s a step-by-step example of a recovery procedure template. Based off of the
template, what are steps are needed by your organization? Based on these questions, make note of recovery procedures in need of improvement in the box below.
Need help? See Appendices B & K for assistance in taking steps towards creating your own recovery
procedures.
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Recovery Procedure Template
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Human Resources

Communicate with personnel policy changes and updates to guidelines issued by local, state, federal,
and international agencies. Create policy changes as needed.
Utilize the box below to list the Human Resource needs/ wants of your organization

Finances
Make note of current financials. Where are your strengths, where are your weaknesses? If disaster strikes, do you
have contingency funds? What is your plan if your business needs to close temporarily?
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Reactive
Reactive measures an organization
should take during a disaster.
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By now you will have created a disaster plan. The disaster plan, along iwth the referenced
appendices, are going to be your references during a disaster. This will be essential when
it comes to reacting to a disaster. When you react, you want to be sure that you’re reacting
with intent.
The following section ‘Reactive’ is about initiating your disaster plan immedicately following the aftermath of a disaster (e.g., reporting the emergency, initiating emergency
communication, and requesting external aid).
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Administration
Monitor the Health and Wellbeing
of Employees

Activate Disaster Plan
• In the Proactive section of this workbook you
will have had the chance to work on an active
disaster plan.

• Be sure that your are aware of their healthcare
options. Resend a copy of relevant health care
options via email so that they are reminded
what resources they have to stay healthy if they
get sick. See Appendix O for the TeleHealth
Sheet if applicable.

Follow announcements as reported by local,
state, federal, and international health
agencies.
•
•
•

Align policies with guidelines as reported by
local, state, federal, and international health
agencies.

Ensure your business is following announcements
as they come out; and communicate that you are
following these guidelines.
Be vocal about following the announcements and
changing your policies to fit any new policies.
Being proactive and show clients that you are following guidelines. This will increase the trust your
clients have in your business.

•

Does your organization have situation
report templates to monitor organizational
and employee behavior? Appendix S

Yes

This could be something as simple as increasing
the number of times you need to clean surfaces to
as difficult as closing your business at an earlier
time to allow for certain age or at risk groups to
utilize your business, as well as cleaning.

Evaluate damage to your business by completing a Damage Assessment. Need assistance? See Appendix G.

No

The following page contains an example of what can be sent to employees as well as what can be
considered a printable for you and your employees to use during a disaster.
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Business Continuity/Relocation Strategy
Business Impact Analysis (BIA):
A BIA predicts the consequences of disruption
of a business function and gathers information
needed to develop recovery strategies.

Are alternate site locations meeting the requirements of your organization?

Yes

No

Evaluate your organization using a business impact analysis. Need help? See Appendix H.

Does your organization have situation report
templates to monitor organizational and employee behavior?

Yes

Based on the information above, list the Business Continuity/ Relocation Strategy needs and
wants of your organization.

No
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Human Capital
Assess the needs of your employees
and your organization.

List the Human Resource needs/
wants of your organization

To build a strong team, you need to identify your employees potential and the help them develop those hidden
strengths.
What are some skills that come to mind of certain employees that might be underutilized and could help your organization?

Health and Safety
Does your organization have situation report
templates to monitor organizational and employee health and safety?

Yes

No

Make policy changes based on prior situation
reports. Make sure your policies are in line with
new or updated local, state, and federal guidelines. Then, based on the notes and information
gathered from that research, list the health and
safety needs, wants, and policy updates your
organization needs in the space adjacent.
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COVID Flow chart:
What to do if the health department calls you about contact tracing
Health Department
calls CC* and gives
CC 30 minutes to
call employer

CC should call employer and inform
employer of situation

CC says ‘No’

Health Department
calls to give you
resources and walk
you through sanitation and schedules
of your business

See Appendices
P-R for Pamphlets
from the Jackson
County Health
Department.

CC will supply you
with a document
from Health Department stating COVID
status and anticipated
release date. Upon
anticipated release
date, CC should have
another form from
Health Department
stating employee may
return to work

You ask CC if you
can disclose their
name to other employees**

You inform your
employees of the
new policies in
place set by the
health department
and may disclose
some information
of the CC in a tactful manner

CC says ‘Yes’

*Covid Contact Traced Individual
** This allows you to be transparent
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You inform your
employees of the
new policies in
place set by the
Health Department
but do not disclose
the name or any
information of the
CC

COVID Specific Help
When Health Department calls,
get needed permissions

Consider the public relations ramifications. How you handle
this publicly will show your customers whether or not you
value them and your employees.

Ask the affected employee if you can
disclose their name and that they were
contact traced to the staff in order to
mitigate panic. If they say no, omit
their name when notifying staff of the
Do NOT:
situation and outlining protocols. Be • Stay open directly after a
respectful of privacy.
contact tracing call.
• Hide how and how often
the location is being
cleaned.
Payment:
• Avoid communicating
Paying your employee on leave is going
with the public
to be important. If the employee is sal- • Allow individuals or
ary then pay them as though they were
parties to place others at
working a full week. If the employee
risk by not following the
is on another form of income, adjust
local, state, and business
accordingly. Hours taken for COVID
guidelines put in place
sick leave should be coded different to
for the safety of others.
make sure that it does not affect the
individual’s other paid leave, tracking
this pay expense separately may have
some tax benefits.

DO:
• Inform your employees
and customers of steps
you are taking to make
your business a clean and
safe environment.
• Place sanitizer in open,
easily accessible, and
high traffic areas.
• Make posts that show
how the business is
responding to the crisis.
The safer people feel, the
more likely they will be
to visit and share their
experiences with their
friends.

Consult with your accountant or
check with legal councel

“The psychological impact of this pandemic will stay with people long after it is resolved. You must
communicate cleanliness and safety to your community’s guests at every point of their visit to inspire
confidence and build return customers”
-Julie Glover, Economic Development and COVID-19
38

Information Technology

Finances
Monitor the organization’s cash flow and
expenditures daily.

Make policy
changes based on
your reports

Based on the information above, list the IT
needs/wants of your organization at this stage of
the crisis/disaster.

Based on the information above list Finance needs/
wants of your organization.
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Reflective
Reassessment
Measures to be taken after a disaster.
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As implied by the name, ‘Reflective Reassessment’ calls for you to sit and assess the consequences of your plan and what could be changed. The following section should help you to
conduct an assessment of the situation, risks, and impacts of the event on your organization,
your employees, your customer, and your support base.

Administration
Debrief and evaluate Disaster Team processes.
Were the processes efficient and effective?

Yes

Create policy
changes based on
what you’ve learned
during the disaster

No

Assign outstanding issues
and set date for
follow up

Based on the information above list the resource needs/wants of your organization in the box below.

Business Continuity
Update Disaster Plan and Business Continuity processes.
Based on the information above list the Business Continuity
Resource needs/wants of your organization in the box below.
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Create policy
changes based
on what you have
learned during the
disaster

Human Resources
Issue guidance provided by public health authorities. Communicate with personnel, suppliers, and customers. In
the space provided below make note of public health authorities that were responsive and most reliable. In case
of another similar emergency, look to them first.

Information Technology
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Finances
Review cash flow and expenditures. Compare this data to pre and during disaster financials.
Utilize the box below to list the financial achievements and deficiencies of your organization.

List ways you could avoid deficiencies should another disaster occur.
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Appendices

References from throughout the workbook
Downloadable version online at
greateregypt.org
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B

C

D

Facilities Systems Status Sheet
Incident Name:

Time Completed:

Date: From _______ to _________
Name of Department/Unit reporting status:
Contact Number:
System
Status
Comments: If not fully functional give; location, reason, and
estimated time, and necessary resources for repair. Identify who
reported or inspected.
Power
_ Fully functional
_ Partially functional
_ Nonfunctional
Lighting

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

Water

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

Sewage / Toilets

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

Telephones

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

IT systems

_ N/A
_ Fully functional
_ Partially functional
_ Nonfunctional

_ N/A
Remarks (cracked walls, broken glass, falling light fixtures. Ect.)

Prepared by

PRINT NAME____________________

FACILITY ________________________

SIGNATURE _____________________

DATE/TIME ______________________

E

F

Last Name

First Name

Phone Number

Email

Key Customers and Investors
Address

G

G

H

Business Needs Assessment –
Steps for Growing and Making your Business more Resilient
Scoring System – “Yes = 3 points, No = 1 point, Unsure = 0 points”
Section I.
Please choose the most appropriate answer.
1. Does your Business have a Business plan?
[ ] Yes
[ ] No
[ ] Unsure
2. Do you have a strategic plan to enact your Business plan?
[ ] Yes
[ ] No
[ ] Unsure
3. Do you have detailed and attainable goals outlined for your Business?
[ ] Yes
[ ] No
[ ] Unsure
4. Does everyone in your organization know of the goals?
[ ] Yes
[ ] No
[ ] Unsure
5. Does your Business have a documented mission statement?
[ ] Yes
[ ] No
[ ] Unsure
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Section II.
The following questions are applicable to employees, vendors, or anyone you pay for goods and/or services.
6. Do you have a procedure in place for onboarding new employees/vendors?
[ ] Yes
[ ] No
[ ] Unsure
7. Do you have a standard evaluation method for your employees/vendors?
[ ] Yes
[ ] No
[ ] Unsure
8. Is there a standard procedure in place for conducting interviews?
[ ] Yes
[ ] No
[ ] Unsure
9. Do you have detailed job descriptions for all your employees/vendors?
[ ] Yes
[ ] No
[ ] Unsure

Section III.
Please choose the most appropriate answer.
10. Does your Business have a marketing plan in place?
[ ] Yes
[ ] No
[ ] Unsure
11. Do you set specific goals for each marketing campaign or ad?
[ ] Yes
[ ] No
[ ] Unsure
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12. Do you have a target audience or customer base?
[ ] Yes
[ ] No
[ ] Unsure
13. Do you have more than one social media account for your Business?
[ ] Yes
[ ] No
[ ] Unsure
14. Are your social media accounts updated weekly?
[ ] Yes
[ ] No
[ ] Unsure
15. Do you measure the results of your marketing efforts?
[ ] Yes
[ ] No
[ ] Unsure
16. Are your efforts bringing in new Business?
[ ] Yes
[ ] No
[ ] Unsure

Section IV.
Please choose the most appropriate answer?
17. Are you satisfied with your business current distribution channels?
[ ] Yes
[ ] No
[ ] Unsure
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18. Do you set measurable sales goals weekly?
[ ] Yes
[ ] No
[ ] Unsure
19. Are you consistently hitting your sales goals?
[ ] Yes
[ ] No
[ ] Unsure

Section V.
Please choose the most appropriate answer.
20. Does your business have a secondary location in case of a disaster (e.g., work from home, secondary building, VPN set up, Utilities ready to go, etc.)?
[ ] Yes
[ ] No
[ ] Unsure
21. Are your products or services delivered on time consistently?
[ ] Yes
[ ] No
[ ] Unsure
22. Do you have processes in place to monitor and control costs to your business?
[ ] Yes
[ ] No
[ ] Unsure
23. Do you consistently update and document goals being met/unmet?
[ ] Yes
[ ] No
[ ] Unsure
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24. Do you celebrate goals being met with employees/vendors?
[ ] Yes
[ ] No
[ ] Unsure
25. Does your employees/vendors know the most important/impactful aspects of your business?
[ ] Yes
[ ] No
[ ] Unsure

Results –
Tally up your points from all five sections. Based on your score, use the chart below to help your business grow.
0 - 25

26 - 50

51 - 75

There are several opportunities
for growth and improvement
on which you can begin to
capitalize. Ponder about what
you want to achieve as an
entrepreneur and develop a
plan for accomplishing those
goals using a TOWS analysis .
A TOWS analysis is
essentially the upgraded
version of a SWOT analysis .
A TOWS analysis will help
you to examine each aspect of
your business to develop
strategies, based off your
businesses strengths,
weaknesses, and opportunities
for growth. All other
appendices should be used as
well, but start with the TWOS
analysis. Additionally, consider
working with a Man-Tra-Can
business support specialist to
further evaluate and support
your business.

You understand what’s going
on with your business but could
benefit from taking a step back
to reevaluate your business and
develop some strategies for
improvement. Examine your
finances, complete an inventory
of your work hours to identify
how you’re spending your time.
It may be time to work on your
business rather than working in
it. If you dont trust your current
employees to run your business
while you make key changes,
hire someone you do trust. Use
a TOWS analysis to examine
each aspect of your business to
develop strategies, based off
your businesses strengths,
weaknesses, and opportunities
for growth. Consider working
with a Man-Tra-Can business
support specialist to further
evaluate and support your
business.

Obviously you have
taken the time to
develop plans to ensure
profitability. You don’t
need much help to keep
your business
profitable, but may
need some fresh ideas
to expand and grow in
ways you may not have
considered. Use a
TOWS analysis to
examine each aspect of
your business to
develop strategies,
based off your
businesses strengths,
weaknesses, and
opportunities for
growth. Consider
working with a ManTra-Can business
support specialist to
further evaluate and
support your business.
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Emergency Action Plan Template

Section 1: Plan goals
•
•
•
•
•

To minimize interruptions to normal operations
To limit the extent of disruption and damage
To minimize the economic impact of the interruption
To establish alternative means of operation in advance
To train personnel with emergency procedures

Section 2: Disaster recovery procedures
• Emergency Response Procedures: to document the appropriate emergency response to a fire, natural
disaster, or any other activity in order to protect lives and limit damage
• Backup Operations Procedures: to ensure the essential data processing operational tasks can be conducted after the disruption
• Recover Actions Procedures: to facilitate the rapid restoration of a business operation following a
disaster.

Section 3: Communications plan:
• Identify person(s) responsible for making notifications to staff, vendors, customers, and other important parties. Determine the various means of communication with your employees, customers,
and critical business constituents. Keep a list of 24-‐hour emergency numbers for all your employees,
and develop a call tree to keep employees informed.

Section 4: Information services backup procedures:
• Back‐up files daily/weekly/monthly.
• All saved media is stored off‐site at ________ (location).
• It is recommended that all personal computers be backed up. Copies of the personal computer files
should be uploaded to the server on ________ (date) at ________ (time), just before a complete save
of the system is done. It is then saved with the normal system save procedure. This provides for a
more secure backup of personal computer-related systems where a local area disaster could wipe out
important personal computer systems.

Section 5: Time table to restoration of normalcy:
• Evaluate the time and duration for this arrangement and when systems will be back to normal. Keep
clients/vendors informed and give them those estimates and keep them posted.

Section 6: Testing the disaster recovery plans:
• In successful contingency planning, it is important to test and evaluate the plan regularly. Keep your
plan current. Keep records of changes to your plan, contact lists, backup schedules and procedures.

K

Plan Initiations:
Notify senior management
Contact and meet your disaster recovery team (virtually if needed)
Determine degree of disaster
Implement proper recovery plan dependent on extent of disaster
Monitor progress
Contact all necessary personnel
Contact vendors
Contact customers/clients
Set up temporary office and workspace, if needed
Follow-up Checklist
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List teams and tasks of each
Obtain emergency cash and set up transportation to and from backup site, if necessary
Set up living quarters, if necessary
List all personnel and their telephone numbers
Establish/use participation plan
Set up the delivery and the receipt of mail
Establish emergency office supplies
Rent or purchase equipment, as needed
Determine applications to be run
Set up primary vendors for assistance with problems incurred during emergency
Plan for transportation of any additional items needed at backup site
Ensure that all personnel involved know their tasks
Notify insurance companies
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Business Recovery Timeline Template
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External Opportunities (O)

External Threats (T)

1.)

1.)

2.)

2.)

3.)

3.)

Internal Strengths (S)

SO

ST

1.)

Strategies that use strengths to maximize
opportunities. List:

Strategies that use strengths to minimize
weaknesses. List:

Internal Weaknesses (W)

WO

WT

1.)

Strategies that minimize weaknesses by taking Strategies that minimize weaknesses and avoid
advantage of opportunities. List:
threats. List:

TOWS
Analysis

2.)

3.)

2.)

3.)

Example on Next Page
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Example:
Strength – 1.) Strong social media presence.
Weakness – 2.) Low sales.
Opportunity – 3.) Free social media marketing and I’m not utilizing this enough (e.g., pictures, videos, liking
and sharing posts).
Goal 1: Increase the sales of business by 5%.
Strategy 1: Retain and expand marketing efforts.
Objective 1: Coordinate a social media campaign on all social media accounts.
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