California State University, Fresno

Business Continuity Plan Template

Operating Unit:  [Division / College / Department / Unit] 

Critical Process:  [Name of Critical Process]

RTO:  [Recovery Time Objective expressed in # of days]

1. Identify any Control Measures currently in place to minimize the impact of a disaster on your ability to conduct [Name of Critical Process] (these may include such measures as emergency power generators, fire sprinklers, fireproofing, redundant systems): 
2. In case of loss of one or more critical Functions supporting [Name of Critical Process] (IT systems, automated procedures, communications, etc.), the plan for continuing operations is: 
a. IT Systems:  

(1)  [Name of Critical Process] for/in the [Operating Unit] is supported by this (these) file server(s): (name and location):

(2)  The data for this (these) server(s) is backed up every (day, week, month) and is stored in: (specify an off-site location).

(3)  The recovery plan for the server(s) and stored data is:

b. Hard copy files / records of [Operating Unit]: 
(1) Location(s):

(2) Plan for recovery:

c.    In order to conduct [Name of Critical Process], we depend on these functions / processes that are external to the [Operating Unit]:  

3. In case of loss of Personnel (staff, students, contractors) required to conduct [Name of Critical Process], the plan for continuing operations is: 
4. In the case of loss of any Infrastructure supporting [Name of Critical Process] (water, electricity, gas, HVAC, phone, data network), the plan for continuing operations is: 
5. In case of loss of use of the entire Facility (building) where [Name of Critical Process] is conducted, the plan for continuing operations is: 
a. Alternate space/location on campus to conduct [Name of Critical Process] in [Operating Unit]: 
b. Alternate space/location off-campus to conduct [Name of Critical Process] for the [Operating Unit]: 
c. Source of temporary (mobile) facility to be brought to campus (or situated in another location) to conduct [Name of Critical Process]: 
6. Identify the people responsible for Implementation / Recovery / Continuation of [Name of Critical Process] for each department (include primary and alternate contact - with at least two different means of contact for each): 
