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How to Create a Business Continuity Plan 

Conducting a Business Continuity Plan (BCP) for a small business involves creating 
a structured, actionable plan to ensure that critical business operations can continue 
during and after a disruption. Here’s a step-by-step guide to properly conduct a BCP 
for a small business: 

1. Establish Objectives and Scope 

• Objective: Define what you want the BCP to achieve, such as ensuring 
uninterrupted service or minimizing downtime during a disaster. 

• Scope: Determine the specific areas of the business to include in the plan, 
such as key departments, processes, and systems critical to operations. 

2. Assemble a BCP Team 

• Appoint key personnel from various areas of the business to create and 
manage the BCP. 

• Ensure representation from departments like IT, finance, operations, and 
human resources, as well as leadership roles. 

3. Conduct a Business Impact Analysis (BIA) 

• Perform a Business Impact Analysis (BIA) to identify critical business 
functions and processes, assess the impact of disruptions, and prioritize 
recovery. 

• Determine Recovery Time Objectives (RTO) and Recovery Point Objectives 
(RPO) to establish the maximum allowable downtime and data loss for each 
critical function. 

4. Identify Potential Risks and Threats 

• Identify the types of risks or threats your business could face, such as: 
o Natural disasters (hurricanes, floods, fires) 
o Cyberattacks and data breaches 
o Equipment or utility failures 
o Supply chain disruptions 

• Consider internal and external risks that may impact your ability to operate. 
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5. Develop Recovery Strategies 

For each identified risk or threat, develop practical recovery strategies, including: 

• Alternative work arrangements: Remote work, alternate office locations, or 
split-shift arrangements. 

• Backup systems and data: Regularly backup critical data and establish 
redundant IT systems to avoid data loss. 

• Supplier and vendor contingency: Identify alternative suppliers in case 
primary vendors are unable to deliver goods or services. 

6. Establish Roles and Responsibilities 

• Clearly define roles for team members in charge of implementing and 
managing the plan during a disruption. This could include: 

o BCP Coordinator: Oversees plan execution and recovery efforts. 
o Department Leads: Manage specific department operations during a 

disruption. 
o Communication Lead: Handles internal and external communications. 
o IT Support: Focuses on restoring technical services and systems. 

7. Develop a Communication Plan 

• Create a communication strategy to keep employees, customers, suppliers, 
and stakeholders informed during and after a disruption. 

• Set up multiple communication channels (email, phone, social media, internal 
messaging apps) and designate a spokesperson for external communication 
(media, customers). 

• Pre-write communication templates to address various disruption scenarios. 

8. Document the Plan 

• Create a detailed document that includes: 
o Overview of critical business functions 
o Risks and threats 
o Recovery strategies 
o Roles and responsibilities 
o Communication protocols 
o Emergency contact lists (employees, vendors, contractors, etc.) 
o Instructions for accessing backup systems, remote work protocols, and 

alternate suppliers 

9. Test the Plan (BCP Testing) 
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• Test the BCP through tabletop exercises, simulations, or drills. Involve key 
team members in scenario-based exercises to see how they respond and 
identify any gaps in the plan. 

• Ensure that employees know their roles and are familiar with the procedures 
outlined in the plan. 

10. Train Employees 

• Provide training to employees on their specific roles during a disruption. 
• Make sure they know how to access the BCP, understand recovery procedures, 

and use alternate communication methods or work arrangements. 

11. Regularly Review and Update the Plan 

• Review the BCP at least annually or after significant organizational changes 
(e.g., new equipment, suppliers, or business locations). 

• Update the plan to reflect new risks, changes in the business environment, or 
improvements in technology. 

• Re-test the plan after updates to ensure its effectiveness. 

Key Sections of a BCP for a Small Business: 

• Introduction: Purpose and scope of the BCP 
• Business Impact Analysis (BIA): Critical business functions, RTOs, and RPOs 
• Risk Assessment: Identified threats and their potential impact 
• Recovery Strategies: Step-by-step plans for restoring business operations 
• Roles and Responsibilities: Designated teams and individuals responsible for 

implementation 
• Communication Plan: Internal and external communication strategies during 

a disruption 
• Emergency Contacts: Lists of key personnel, vendors, and partners 
• Testing and Training: Procedures for testing the plan and training employees 

By following this structured approach, a small business can ensure it is prepared for 
any potential disruption, reducing downtime and maintaining continuity of 
operations. 

 


