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	Organization of This Guide
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Department/Group Information

Part 2:
Plan for Resumption of Your Essential Functions
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	Guidance

	This guide will produce a credible business resumption plan for your group.  As you fill it out, please keep the following in mind  –
· Be brief.  Concise information is more usable than exhaustive information.
· A business resumption plan has several purposes –

· to identify the issues that your group will face when you have to restart operations post-disaster

· to suggest what you can do now to make your recovery easier

· to identify to Lab leadership the things that they can do, both now and post-disaster, to assist you.
· It is impossible to predict the nature of a disaster, nor describe accurately the conditions that you will face when restarting research, development and support functions.  Hence lengthy “cookbook-style” plans are largely useless.  Leaders, from the UCOP through front-line managers, need to know 

· which functions are essential to resume quickly

· where to start

· who are the key players

· the main issues they will face

· some general suggestions how to deal with these issues

· what they can do NOW so that the Lab can recover more easily THEN.
The plan you are about to produce will answer all of these questions.  Beyond that, management and staff will fill in the details when the time comes, as talented people do.  Avoid the tendency to lay out voluminous details now.  Re-read this advice when needed!


	HISTORY OF THIS PLAN
	
	

	
	Name
	Date

	Original Submission
►
	
	

	
- Reviewed by Head of Department/Group
►
	
	

	Most recent update
►
	
	

	
- Update reviewed by Head of Department/Group
►
	
	

	Business Resumption Plan communicated to staff
►
	
	

	Business Continuity Department/Group Liaison
	
	


	Part 1
DEPARTMENT INFORMATION

	NAME OF DEPARTMENT/GROUP  (or other group):


	NUMBER OF STAFF (headcount, approximation is OK):

· Full-time:
___

· Part-time:
___
· Principal Investigators:  
___
· Other:
___   (Type: ____________________________)

	LOCATION(S) OF OFFICES/FACILITIES (buildings only): 




	Part 1
DEPARTMENT INFORMATION

	IDENTIFY YOUR FUNCTIONS:

The left-hand column below asks you to list your department’s major functions.  The right-hand column asks which of these are “essential”.  Your Business Resumption Plan will focus on your essential functions only.

Guidance on listing your functions
· Identify functions, not processes.  Another name for a function is a “service”.  

· Examples of functions might be

· Paying employees

· Laboratory research

· Lab mail

· Providing meals for employees
· “Processes” are the steps needed to accomplish a function.  For example, “food buying”, “food storage”, “cooking”, “serving”, and “clean-up” are processes, but the function they accomplish is “providing meals for employees”. 
Guidance on judging whether a function is “essential”
·  Definition of “essential” – We call a function “essential” if it is a function that must be re-started during the first 45 days post-disaster, in order to regain operations and infrastructure needed to enable research to re-start.

· Indirect relationships.  Many functions have only an indirect relationship to operations and infrastructure. These functions are still essential if their cessation would have a significant negative impact on the Lab’s ability to carry on the business of research.

· Set the bar high.   Visualize your department working in a large tent with a few computers on extension cords, and question whether you really need to be doing this function!  A major disaster will force us to prioritize; to effectively plan, we must try to make these choices now.
YOUR GROUP’S MAJOR FUNCTIONS
(name them – explain only if necessary)

IS THIS FUNCTION ESSENTIAL?

(simply answer yes or no)




END OF PART 1:  DEPARTMENT/GROUP INFORMATION

	Guidance

	Now we create a resumption plan for each of the essential functions that you identified in Part 1.
Assumptions that you should make to guide your planning

As you consider how to resume your essential functions post-disaster, you should presume that the following conditions apply  – 

· Access to buildings.  Your normal space may be unsafe and not accessible to you.  If conditions warrant, the Lab will actively prevent staff from entering unsafe buildings.  
· Locating temporary space.  If your normal space is not usable, the Lab will assign temporary quarters.  Unless your group has some unique space issues, you will not be expected to locate your own alternate space.

· Communication.  High-level communications with staff and the public will be handled by Public Affairs, and will be tightly-managed so that messages are consistent.  As your group resumes functioning, lower-level communications of an operational nature will be your responsibility.
· Contacting your staff.  This will be your responsibility.  Every group should maintain its own list.

· Staffing.  Mechanisms will be available (operated by central HR) for hiring temporary staff and for redeploying existing staff.  Your staff who are less-essential to your operation may be redeployed elsewhere.



Note – the following section (Part 2) should be filled out separately for each of your Essential Functions.  
	Part 2
PLAN FOR RESUMPTION OF YOUR ESSENTIAL FUNCTIONS



	Name of this essential function:



	Brief description of the function:



	Responsible person(s)   (e.g. Division Director, Deputy Directors, Principal Investigators, Faculty Instructors, Group Leader, Manager, etc. – give actual name unless this is a generic group):


	Upstream dependencies:    (What other groups or systems, outside your control, have to be operational before you can perform this essential function?)


	Downstream dependencies:    (What groups or systems will be affected by failure of this essential function?)



	Information systems and databases that are important to this essential function (either within your control or outside your control.):  ▼
Name of Application

(or brief description if there is no name)
Functional Owner

(what group authorizes any modifications?)

Technical Owner

(what group has programming access and implements any modifications?)



	Other records that are vital to preserve or otherwise important:  ▼
Name of Records

Medium
Select one –

-paper

-microfiche

-microfilm

-tape

-disk

-other (describe)
Owner

Location of Records
(be specific)
Backup details
Select one –

-duplicates kept elsewhere

-no duplicates, but could be reconstructed

-cannot be reconstructed, but Lab could function without these

-cannot be reconstructed, and loss would cause great difficulty

-other (describe)

-don’t know
Other existing protection/security measures?



	Periods of High Activity:

Please list here any MONTHS when you would expect there to be especially high activity involved in accomplishing this function.  List as many months as apply.

· This might be a peak workload period such as the annual fiscal closing for accounting functions.

· Or it might denote activities that happen only at certain times – such as beginning of the year.

Months (e.g. September, April):

Explanation for these periods of high activity (if explanation is needed):



	Part 2
PLAN FOR RESUMPTION OF YOUR ESSENTIAL FUNCTIONS



	Name of this Essential Function:



	HOW TO RESUME THIS FUNCTION:

The following questions ask you to visualize the conditions that might prevail in the weeks or months following a disaster.  You may be missing certain key resources, such as 

· the usual space

· some of your staff

· certain equipment

· a key vendor

· power

· phone service

· network access

· certain data

· etc.

Put on your thinking cap, and answer the questions below using only one-to-several bullets or sentences each.  Give ideas, not detailed procedures.
Guidance

· When answering these questions, visualize that you are speaking to your group head (ALD, division director, deputy director) and give only enough detail to be understood.

· Detailed “cookbook-style” answers are not useful (since we can’t anticipate the conditions!)  If great detail on some aspect is needed, put into a separate document and attach later under “Key Documents”.

· Here, then, is your challenge – We WILL re-start research and essential support functions rapidly, no matter what the conditions.  Tell us how you will handle your piece of that.

· If your suggestions require the Lab - or your department - to do some advance preparations, that’s fine.  A following page will ask you to identify those “action items” that we need to get started on soon.
(1)  SPACE:  How would you carry out this essential function if your usual space is not available?

(2)  EQUIPMENT:  How would you carry out this essential function if, in addition to losing your space, you also lost ALL your equipment?

(3)  STAFF:  How would you carry out this essential function if some of your usual staff is not available?

(4)  NETWORK ACCESS:  How would you carry out this essential function if the network is not available?

(5) SHOW-STOPPERS:  Is there any resource that is so important, and so difficult to replace, that you CANNOT restart this function without it?

(6)  POLICY EXCEPTIONS:  Will policy exceptions need to be obtained?  From whom?



	RISK:   Will the suggestions you have made in (1) through (4) of the previous section expose the Lab to risk?  If so, can you suggest how to mitigate/control this risk?


	TIMING:   To enable operations and infrastructure to resume within 45 days post-disaster, when must THIS function resume?
(underline your choice)
· Immediately post-disaster, or at least within several days

· 1 week post-disaster
· 2 weeks post-disaster

· 3 weeks post-disaster
· 4 weeks post-disaster (simultaneous with teaching/research)
· Not needed to re-start teaching or research, but will be essential later on
· Other (explain)


	VULNERABILITIES:   What are the things that could prevent you from re-starting this function on time?  Give us a list here – include everything you can think of, even though you may have mentioned some of the items earlier.



	Part 2
PLAN FOR RESUMPTION OF YOUR ESSENTIAL FUNCTIONS



	ACTION ITEMS:   What can your group (or another group, or the Lab) do NOW to lessen these vulnerabilities – or more generally, to get ready to resume this essential function rapidly when disaster interrupts it?
(please answer in the table below ▼)
Action that could be done now

(a statement of possibility, NOT a commitment to act – so don’t be reluctant!)

Cost of this action

(underline your choice)

This cost is …..

(underline your choice)

· less than $100

· $100 to $1,000

· $1,000 to $10,000
· $10,000 to $100,000
· more than $100,000

· don’t know

· one-time

· annual

· other (explain)

· less than $100

· $100 to $1,000

· $1,000 to $10,000
· $10,000 to $100,000
· more than $100,000

· don’t know

· one-time

· annual

· other (explain)

· less than $100

· $100 to $1,000

· $1,000 to $10,000
· $10,000 to $100,000
· more than $100,000

· don’t know

· one-time

· annual

· other (explain)

· less than $100

· $100 to $1,000

· $1,000 to $10,000
· $10,000 to $100,000
· more than $100,000

· don’t know

· one-time

· annual

· other (explain)



	KEY DOCUMENTS.  Please list the names of any key documents that should be attached to this Plan, and furnish those documents.  ▼
Name of Document

Name of Owner




	Part 2
PLAN FOR RESUMPTION OF YOUR ESSENTIAL FUNCTIONS


	CONSEQUENCES OF INTERRUPTION:

Suppose the function named above is NOT RESUMED QUICKLY ENOUGH after a disaster.  Listed below are some possible harmful consequences.  If any of these consequences might happen to a significant extent, please indicate the time frame with an “”X”.  Otherwise leave blank. ▼
Harmful Consequence
How long after the disaster might the harm begin to occur?
Explain if necessary
0-2 

days
1 week
2

wks
3

wks
4

Wks
>4

wks
Loss of PIs?
Loss of employees?
Payment deadlines unmet by Lab?

Loss of revenue to Lab?
Legal obligations unmet by Lab?
Legal harm to LBNL?
Impact on other Lab groups?
Impact on important business partner?
Other (please name)?



END OF PLAN FOR THIS ESSENTIAL FUNCTION

	Part 3
PLAN FOR RESUMPTION OF


INFORMATION TECHNOLOGY (IT)


IT Disaster Recovery Plan satisfies this requirement.

END OF PART 3:  PLAN FOR RESUMPTION OF INFORMATION TECHNOLOGY (IT)

	Guidance

	Groups that do not include principal investigators should skip Part 4 and proceed to Part 5.


	Part 4
PLAN FOR ENGAGING PRINCIPAL INVESTIGATORS (PIs)
(for research groups only)

	Guidance

PI readiness is a crucial component of departmental readiness. The ease (or difficulty!) of re-starting science and research following a major disaster will depend heavily on the preparedness of individual PIs.

Your Business Resumption Plan should include a plan for encouraging PIs to practice those behaviors that will allow smooth-as-possible resumption of their teaching and research after a major disaster.

This section (Part 4) will produce that plan.
Still More Guidance !
The responses that you make to this section of the Questionnaire (Part 4) should be discussed by your entire Resumption Planning Group – and if your Group does not include several principal investigators, now is the time to invite them to the table.

The actions that departmental leaders can take fall generally into four categories – 

· Promote & encourage PIs to do

· Assist PIs to do

· Require PIs to do

· Collect data on readiness (sometimes called “checking up!)

Be realistic!  Make plans that are

· Modest enough to be do-able

· Actively supported by your dean/chair/director

· Ongoing, not one-time.

Two additional documents are included in the final section of this Guide (Section V) for your use in engaging faculty –

· Preparedness Checklist for PIs – for distribution or posting
· Vulnerability Survey for PIs – a simple, concise questionnaire to help you learn the essential post-disaster research needs of individual PIs.
(see next page)




	Part 4
PLAN FOR ENGAGING PRINCIPAL INVESTIGATORS (PIs)
(for research groups only)

	Departmental leadership is a key strategy for promoting faculty readiness.  Listed below are several areas in which departmental leaders can act to promote PI readiness. 

Please consider what YOUR department can effectively do in these areas.  Select one or several areas, and write a BRIEF description (one-to-several sentences should be plenty) of what your department will do during the next year.

***********************************
Areas in which departmental leaders can promote PI readiness:
(a)
Computer backup:
(b)
Safeguarding of materials & documents:
(c)
Brace, bolt, & strap furniture & equipment:
(d)
Preparations for delivering courses via alternate media if classrooms are damaged & unavailable (e.g. videotape, web, CCTV, other?)
(e)
Training of staff (especially Lab staff):
(f)
Other:
(g)
Other:



END OF PART 4:  PLAN FOR ENGAGING PRINCIPAL INVESTIGATORS
	Guidance

	As you re-start your essential functions post-disaster, you will need resources – people, equipment, facilities, data, etc.

The pages that follow will guide you to list your most important resources, along with some pertinent information.  The aim is to put this information at the fingertips of your management team at the moment of need – during post-disaster chaos. 


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(a) – Staff in Your Group


	

	· List all staff currently in your group
· For security, home phone numbers are listed elsewhere
· Larger groups may prefer simply to attach an existing staff contact list.  If so, please use the space below to indicate staff members who possess special skills.
Priority code (to be inserted in final column below) – 
Head
Head of group
Alt
To be called if head not reachable

Mgmt
Other management

Team A
Non-management, but member of essential team for resuming essential functions during first 30 days

Team B
Backup for Team A if needed.

	Last Name
	First name
	Lab

phone
	Lab cell phone
	Email
	Special Skill, if any

(or other comment as needed) 
	Priority Code

(choose one code from list above)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	(add rows as needed) 
	
	
	
	
	
	


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(b) – 
Key Staff in Other Lab Groups

	· These are the most important people from elsewhere in the Lab that you or your staff may need to contact within the first few days after a disruption, as you plan how to resume your group’s essential functions.

	Last Name
	First Name
	Dept or Group
	Lab phone
	Lab cell phone
	Fax
	Email
	Comment

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(c) – Key Partners (non-LBNL)

	· Are there any external partners that you or your staff will need to contact within the first few weeks after a disruption, as you plan how to resume your group’s essential functions?

	Last Name
	First Name
	Organization
	Address
	Phone
	Cell phone
	Fax
	Email
	Comment

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(d) – Key Vendors

	· Are there any external vendors that you or your staff will need to contact within the first few weeks after a disruption, as you plan how to resume your group’s essential functions?

	Last Name
	First Name
	Organization
	Address
	Phone
	Cell phone
	Fax
	Email
	Comment

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(e) – Key Clients

	· Are there any clients (i.e., customers – LBNL or external) that you or your staff will want to contact after a disruption, to enlist their cooperation or to keep them informed?

	Last Name
	First Name
	Organization
	Address
	Phone
	Cell phone
	Fax
	Email
	Comment

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(f) – Equipment & Facilities

	· Please list here the MINIMUM resources (equipment & facilities) that you will need to resume ALL the essential functions identified in this Business Resumption Plan.  Review Part 2 above, where (in the section called “HOW TO RESUME THIS FUNCTION”), you listed alternative ways to accomplish your essential functions.  What equipment & facilities will you need for these alternative ways?
· As you answer, keep in mind – 

· List MAJOR items only

· List NO consumables (like paper or other supplies)

· List NO classroom equipment

· List NO Lab equipment (teaching Labs or research Labs)
· Do NOT estimate square footages of space needs.
· Essential Functions only!

· Estimate, don’t agonize.  Guess if you need to.

	Type
	Minimum number required
	Do you have any concern about replacement time?

(explain)
	Other comments?

	Workstation (includes desktop computer, network connection, table, chair)
	
	
	

	Laptop computer & car charger
	
	
	

	Telephone (hard-wired)
	
	
	

	Printer
	
	
	

	Fax
	
	
	

	Copier
	
	
	

	Scanner
	
	
	

	Server
	
	
	

	Other equipment?   (identify here)
	
	
	

	Any special space or facilities needs in addition to office/classroom/Lab needs (examples:  parking for vehicles, secure space for cash-handling, etc.)?  (identify here)
	
	
	

	
	
	
	

	
	
	
	


	Part 5
LISTS OF KEY PEOPLE & RESOURCES

5(g) – Other Resource Needs

	Are there any other resources you will need to resume your essential functions within the time you have specified?

· Do not list funds.

· List staff only if you will need temporary staff – for recovery – in addition to your current staff.



END OF BUSINESS RESUMPTION PLAN

_________________________________________________________________________________

Section Two

Department/Group                   BCP Plan Format


LAWRENCE BERKELEY NATIONAL LABORATORY

_______________________________ DIVISION

___________________________ GROUP

BUSINESS RESUMPTION PLAN

Approved:


xx/xx/xxxx

Most Recent Update:

xx/xx/xxxx
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BUSINESS RESUMPTION PLAN

Approved:


xx/xx/xxxx

Most Recent Update:

xx/xx/xxxx

What is a Business Resumption Plan?

A Business Resumption Plan is a tool to help us cope with those infrequent events that can serious interrupt our mission of scientific and engineering research.

Such event – earthquakes, wildfire, pandemic, terrorism, and others – can force us to cease or curtail our programs.  An extended period of curtailment would seriously impact the lives and goals of our scientists and staff.   In addition, there could be permanent damage to the quality of our institution, if scientists and staff migrate elsewhere.

An effective Business Resumption Plan will help departments and essential support functions as quickly as possible following any shutdown.   Your Plan will identify:

· Essential Functions which are  the major areas that will need your focus post-disasters;

· Strategies for accomplishing these functions in a changed environment, in the absence of 
some of your usual resources;

· Action Items are those things that can be done in advance to make your recovery easier.

Next Steps

Preparedness is the best strategy for recovery.  The “action items” identified throughout your Plan are collected here for emphasis.  Some may be doable now.  Others may require more resources than your group currently possesses.  Still others may be the province of another group, or of the Lab as a whole.  Achieving these could make “all the difference in the world”.

	Essential Function
	Action Item(s)

	
	

	
	

	
	1. 

	
	1. 

	
	1. 


PART 1:
GENERAL INFORMATION

1.1 The Business Resumption Plan is for:

(Department Name)

1.2 Number of Staff

· Full-time staff:


xx

· Part-time staff:


xx

· Principal Investigators:

xx

· Other: _______________
xx

· Other: _______________
xx

1.3 Location(s):

1.4 Essential Functions performed by this group: (These are functions essential to the rapid 
resumption of the operations of the Lab post-disaster):

PART 2:
ESSENTIAL FUNCTIONS

2.1 Essential Function #1:

2.2 Description of this essential function:

2.3 Responsible person(s):

2.4 Upstream dependencies (groups or systems whose failure-to-perform will affect us):

2.5 Downstream dependencies (groups or systems that will be affected by our failure-to-perform):  

2.6 Information systems and databases that are important to this essential function:

	Name of Application
	Functional Owner
	Technical Owner

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.7 Other records that are vital to preserve or otherwise important:

	Name of Records
	Medium
	Owner
	Location of Records
	Backup Details
	Other Existing Protection/ Security Measures

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


2.8 Peak Periods and Comments:

2.9 How to Resume this Function if the Usual Space is Not Available

2.10 How to Restart this Function if the Usual Equipment is Not Available

2.11 How to Restart this Function if Some Staff are Not Available

2.12 How to Restart this Function if Computer Networks are Not Available

2.13 Show-Stoppers (resources that cannot be replaced, substituted, or done without)

2.14 Policy Exceptions (Will policy exceptions need to be obtained?  From whom?)

2.15 Risks Generated by Using Alternate Procedures:

2.16 Timing: (When must this function restart, to enable the Lab to meet its 30-day goal for the 
resumption of business operations?)

2.17 Vulnerabilities (Things that could prevent restarting this function on time):

2.18 Action Items (things we can do to get ready):

	Action Item
	Estimated Cost
	One-Time or Recurring?

	
	
	

	
	
	

	
	
	

	
	
	


2.19 Key Documents (Names of key documents you need to have to resume this 
function)

	Name of Document
	Name of Owner
	Location of Document

	
	
	

	
	
	

	
	
	

	
	
	


2.20 Consequences:  (if this function is not restarted on time, these harmful consequences might 
result):

	Possible Harmful Consequence
	How long after the disaster might this harm begin to occur?
	Comment?

	
	0—2 days
	1 wk
	2 wks
	3 wks
	4 wks
	> 4 wks
	

	Loss of PIs?
	
	
	
	
	
	
	

	Loss of Employees?
	
	
	
	
	
	
	

	Payment deadlines unmet by Lab?
	
	
	
	
	
	
	

	Loss of revenue to Lab?
	
	
	
	
	
	
	

	Legal obligations unmet by Lab?
	
	
	
	
	
	
	

	Legal harm to LBNL?
	
	
	
	
	
	
	

	Impact on other Lab groups?
	
	
	
	
	
	
	

	Impact on important business partner?
	
	
	
	
	
	
	

	Other (please name)?
	
	
	
	
	
	
	

	Other (please name)?
	
	
	
	
	
	
	


PART 3:
INFORMATION TECHNOLOGY

►
Information Technology is fully addressed in Lawrence Berkeley Laboratory’s “Information Technology Disaster Recovery Plan” completed in November 2005 by Information Systems and Services.
PART 4:
PRINCIPAL INVESTIGATORS (PIs) PREPAREDNESS

►
For Research Groups Only

4.1
Departmental Plan to Promote PI Preparedness (Please explain):

4.2
Do the previous sections of this Plan (Critical Functions and the IT Disaster Recovery Plan) 
address significant issues related to the preparedness of individual PIs?

4.3 Are there any other Action Items you would like to add?

PART 5:
LISTS OF KEY PEOPLE AND RESOURCES

►
For security, please list staff’s home phone numbers elsewhere.

5.1 Staff who possess special skills or knowledge:

	Name
	Special Skill

	
	

	
	

	
	

	
	

	
	

	
	


5.2 Key staff in Other Lab Groups:

	Last Name
	First Name
	Dept.
	Lab Phone
	FAX
	Email
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5.3 Key off-site partners (if any):

	Last Name
	First Name
	Organization
	Address
	Phone
	Cell Phone
	Email

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5.4 Key Vendors

	Last Name
	First Name
	Organization
	Address
	Phone
	Cell Phone
	Email

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5.5 Key Others (Stakeholders, Clients, LBNL or external) that may need to be contacted or kept informed:

	Last Name
	First Name
	Organization
	Address
	Phone
	Cell Phone
	Email

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5.6 Equipment

	Item
	Minimum # Required
	Any concern about replacement time?
	Other Comments?

	Workstation (includes desktop computer, network connection, table, chair)
	
	
	

	Laptop computer & car charger
	
	
	

	Telephone (Hard-wired)
	
	
	

	Printer
	
	
	

	Fax
	
	
	

	Copier
	
	
	

	Scanner
	
	
	

	Server
	
	
	

	Other Equipment? (Identify here)
	
	
	


5.7 Facilities

	Type
	Minimum # Required
	Any concern about replacement time?
	Other Comments?

	Any special space or facilities needs in addition to office/Lab needs?
	
	
	

	
	
	
	

	
	
	
	

	 
	
	
	


5.8 Other Resources that will be needed to resume essential functions.

Organization of this Plan





      Orientation and Next Steps


Part 1:	General Information


Part 2:	Essential Functions


Part 3:	Information Technology


Part 4:	PI Preparedness


Part 5:	Lists of Key People & Resources





Please email your completed Group Business Resumption Plan to


Genevieve Pastor-Cohen, BCP Project Facilitator


gppastor-cohen@lbl.com
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