Unified Business Impact Analysis (BIA) Template
Purpose
The Business Impact Analysis (BIA) identifies and prioritizes essential functions, evaluates the impact of their disruption, and determines recovery time requirements in support of the University’s Continuity of Operations Plan (COOP) and Emergency Operations Plan (EOP).
Definitions
Maximum Tolerable Downtime (MTD) – The maximum amount of time a function or process can be disrupted before the impact becomes unacceptable to the University.
Recovery Time Objective (RTO) – The targeted timeframe within which a process must be restored after a disruption.
Recovery Point Objective (RPO) – The maximum tolerable amount of data loss measured in time.
Section 1 – Department and Process Overview
Department / Division: ___________________________________________
Process or Function Name: ________________________________________
Associated COOP Essential Function #: _____________________________
Process Owner: _________________________________________________
System or Application ID (if applicable): ____________________________
Section 2 – Impact Assessment
Describe the potential operational, financial, legal, and reputational impacts if this function is disrupted:




Section 3 – Recovery Requirements
Maximum Tolerable Downtime (select one):
☐ < 4 hours ☐ 4–24 hours ☐ 1–3 days ☐ 4–7 days ☐ > 7 days (non-critical)
Recovery Time Objective (RTO): ___________________________________
Recovery Point Objective (RPO): __________________________________
Priority Classification (select one):
☐ Mission Critical (Immediate) ☐ Essential (24–72 hrs) ☐ Important (≤ 1 week) ☐ Deferrable (> 1 week)


Section 4 – Dependencies and Resources
List key systems, personnel, vendors, or resources required to perform this function:




Section 5 – Historical Disruptions / Lessons Learned
Describe any previous incidents or lessons learned that have informed your continuity planning:




Instructions for Use
· One BIA form should be completed for each essential process or function within a division.
· Completed BIAs will be maintained by the Emergency Management Office and shared with Information Technology Services for dependency and resilience analysis.
· BIA results will inform departmental Business Continuity Plans (BCPs) and be referenced in Annex A – COOP during updates.
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