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Prepared by: ___________________________
Title: ________________________________
Date: ________________________________
Section 1 – Introduction & Purpose
The purpose of this Business Continuity Plan (BCP) is to establish the framework for ensuring the continued performance of essential departmental functions following a disruption.
This plan supports the University’s Continuity of Operations Plan (COOP) and Emergency Operations Plan (EOP) and serves as the departmental guide for continuity and recovery operations.
Department/Division Name: ___________________________________________
Plan Preparer: _______________________________________________
Date Completed: ____________________________________________
Section 2 – Activation & Roles
Activation Triggers:
The department’s Business Continuity Plan may be activated when normal operations are disrupted or expected to be disrupted by one or more of the following:
☐ Campus-wide power outage or infrastructure failure
☐ Major IT system outage or cybersecurity incident
☐ Severe weather or natural disaster (e.g., tornado, flooding, hurricane)
☐ Fire, explosion, or significant building damage
☐ Extended loss of access to a primary facility or workspace
☐ Loss of key personnel or leadership availability
☐ Supply chain or vendor disruption affecting essential operations
☐ Public health emergency (e.g., pandemic or biological hazard)
☐ Law enforcement, security, or active threat incident
☐ Other (specify): ________________________________________________
Describe any department-specific triggers or thresholds for plan activation:


Department Leadership:
Primary Lead: ____________________________ Phone: ____________________________
Alternate Lead: ___________________________ Phone: ____________________________
Notification Process:
Outline how employees will be notified of activation or recovery actions:



Section 3 – Essential Functions
List departmental essential functions identified through the Business Impact Analysis (BIA).
	Function
	Responsible Person
	MTD
	RTO
	Priority

	_________________________
	_________________________
	______
	______
	______

	_________________________
	_________________________
	______
	______
	______

	_________________________
	_________________________
	______
	______
	______


Section 4 – Critical Resources & Dependencies
Identify the critical systems, personnel, equipment, vendors, or facilities necessary to support each essential function:




Section 5 – Recovery Strategies
Describe the steps or strategies the department will implement to continue or restore essential functions following a disruption:




Section 6 – Communications & Coordination
Outline internal and external communication procedures during continuity or recovery operations, including how to reach key personnel and stakeholders:




Section 7 – Records, Systems, & Data
Identify vital records, systems, and backup procedures necessary to support operations.
Include information on access, storage, and restoration methods:




Section 8 – Training, Testing, & Maintenance
Departmental personnel will participate in continuity training, exercises, and plan reviews annually.
This plan should be reviewed and updated as part of the University’s annual continuity maintenance cycle.
Appendices – as applicable
Appendix A – Departmental Contact List (Restricted)
Appendix B – Completed Business Impact Analyses (BIAs)
Appendix C – Facility Maps/Plans (if applicable)
Appendix D – Vendor and Mutual Aid Agreements
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