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Administrative Sections to Tie it all Together

Description of Topic
Essential functions are a subset of your organization’s everyday operations that includes the most important, time

critical tasks — those things that cannot be left undone for 30 days without risking failure of mission or loss of
reputation and credibility with funders, regulators, customers or the public.

Essential functions may:

v Preserve services specific to your entity’s unique mission and services...
v Support continuity of state or federal government to sustain our representative
v" Sustain the community’s economic infrastructure that supports our lives
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COOP Lavout Specifics
Adminiztrative Items
Corver
Orgamization name
Date complated

Confidentiality statemnent

Crtation of Texas Labor Code 412.054 exemption from public information requirements

Statamant of confidentizlity and lpnitations to distribation

Instructions of how to request approval to share all or part of the plan cutside of the orgamization
Tzhle of contants

Simple and easy to use to guide vour personnel to what they need to kmow
Promulgation statement — 2dd authoribie: and references hera

Introduction of plan to orgamization

Oreervisw of the mbent and purpose of the plan

Signatire of the head of organization officially authorizing approval and neplamentation of the plan

Section 1. Ezzential
Functions
BIA summary
Lzt essential fumetions, or, 1if applicable, mclude a statement that there are no eszential fimctions (switch to wsmg COOF
Lavout - Mo Essential Functions)
Summmary of BEA
Contimurty Team roles, peponabilities and expectations (use titles, names can be designated m parsonnel rostar in
Cormmnmications: appendix)
Sunmmary of the purpose of workflow process
Surmmary of interdependencias
A’ 1a carte options (things to consider and cover in this saction 1f they apply o vour orgamzation):

Ezsential Functionzs Appendix
Copy of BIA or reference of where located [ER] and List of top threats
Insurance broker contact mformation and policy numbers (reference location of policies [ER])
BPA for each sssanhial fimetion
[Written zckmowledzement of Continnity Team members
Waork flon: processes {(naratives or diagrams) for each sszanhal fimetion and other kay achivities
WMOAzWOUs with interdepandent antitiaz

Tools to support a’ la carte items (if needed):

Section 2. Eszential Records and IT systems
Identification of records managzers (elactromie and hard copv)
Descriptron/definition of eszental records
Where they are storad
Howr they are backed up and protected
Honr will they be recovered if damaged or lost

A" 1a carte options (things to consider and cover in this saction if they apply to vour orgamzation):

Ezzential Record: Appendix
Inventory of which records are eszential
ROADNION for amarpency docmnent racoverny servicas
WOANONU for data and hard copy backup and recovery

Tools to support 2’ la carte ftems (if needed):

Section 3. Homan Rezonrees

F.ole and responsibilities overview
Exscutive leadership (activation, managemant, succession)
Mon-comtinuity staff (support and standbe)
See alro Esrential Functions for Contivuity Team roles and resporusibilitier and Reconstiturion for Recornstitution Team
rolez and responsibilities

Encouraging staff personal preparedness

Aceountmy for staff location and wellbeing (use rostars in Commmmications)
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Feplacement of lost or unavailable staff
Providme azsistanes with personzl recovery (worker:” comp, EAP)
A’ 1a carte options (things to consider and cover in this section 1if they apply to vour orgamzation):

4 Human Resources Appendix
Feferance team mamber hists (Contimurty, Feconstriution, Devolwhon, Leadership, non-contimmty))
Lizt of successors and delezations of authority (inclede authorization to mmitiate devolution of essential fiunctions)
Oaths of office
Tools to support a° |a carte ftems (1If nesdad):

Section 4. Alternate Facilitiez and Remote Telework

Suwmmary of altemate site and facility sst-up (mcluding all necessary resources)
Summary of procedure for gaming buildmg accass
Mumbear and placamant of workstations
hiseting spaces
Break rooms, bathrooms and other staff neads
Internet and commmmications (phone and mtemat jacks)
Internet security, apoess and bandwidth

Actrration and relocation procedures and go lats

Remaote'telswork
Intemest access and secunity requirements
Femote data and =oftware access requirements, capabilities and licenzaz
Effactrve work procedures
What to do if servers zran't availabla

A’ 1a carte options (things to consider and cover in this section if they apply to your crganization):

Alternate Facilitiez and Remote Televwork Appendix
MOANONU for faedlity
Maps and directions fo facility
Alarm codes
Internet and phone contract service provider contact information
Tools to support a* la carte items (if neaded): |
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Section 5. Communications
Metifications procedures
Oneoing contactupdates responsibilities
Dezenibe robust comrmumications strategies
Extarnal commmumications procedures
A’ 1a carte options (things to consider and cover in this section if they apply to your crganization):

Communications Appendix
Contact rosters
Lizt of commmunications systems
Fesources to track svant
Sample prezz relaase
Tools to support 2' la carte ftems (if needed):

Section 6. Reconztitution
Diezcribe purpoze and goals
Foles and responeibilitisz
Damaged =ite security
Pazzmg mformation
Becovery of resmurces
Coordinating rapairs or procuring new facility
Sethng up and testmz
Feturn to work coordinztion
Orvarview of the order m which non-aszantial fimetions will be resmad if circwmstemess allow during comtimuty
A’ 1a carte options (things to consider and cover in this section 1if they apply to vour orgamzation):

Reconatitution Appendix
TFC/property manager procedures for recovery of or obtaming new facility
Property izt (mught be m mevrance)
Whtten zelmewladzement of Faconstitution Team members
Copy of leaze or raference to (ezzential record)
Tools to support 2’ la carte items (if needed):

Section 7. Budgeting and Acquizition
Cost prevention, mifigation, fransfarence. reallocation strategias
Emeargency procurement process overview
A’ 1a carte ophons (things to conmider and cover in this sachion 1f they apply to vour orgamzation):

Budzeting and Acgquizition Appendix
Inzurance policies and broker contact information
Apcount mumbers and accass codes
Cradit cards (u=s, restrictions, replacement contact)
Blank purchasmg forms
Contracts management ovarview
hiulti-vear budzeting strategy (altemate facility, data storage and protection, TT&E, major aquipment)

Tools to support 2* 1a farte items (if needad):
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Section 8. Training, Tezting, Exercizing and Real Event Summaries
Statement of intent to report to S0EM
After-action and improvement planning review process
TT&E appendrc

A’ 1a carte ophions (things to consider and cover mn this saction 1f they apply to vour orgamzation):

Tramming, Testing, Exercizing and KFeal Event
Appendix hMulti-vear planming strategy (to cover
all zections) Trammmg plan and schedule
Awareness
Crosz-
fraiming
Trammg'rackmz documentation (zHendance rosters, summarnes, plannmg documents)
After-action and mmprovement planning documentation
Tools to support a' la carte items (if needed):

Section 9. Back-up Strategies

Devolution (for lozs of manpower)
BEeazons to devolve (loss of manpower, key squipment — ideas to gude the decizion at onset)
Daziznating outside enhity or zaparate division within the orgamzation and daziznatmg Devoluhon
BEoles and rezpon=ibilities
Dazcnbmg the transthon process (passmg batween)

Additional idsas 1o be discussed when we cover this section. Bring vouwr thoughts and ideas

A" ]a carte ophons (things to consider and cover n fhus section if they apply to vour crgamzation):

Back-up Strategiez Appendix
Davolution
MOANOU with devolution
organizztion Copies of acoesz
mfonmation
Tools to support 2° la carte tems (I nesdad):

Adminiztrative Items
Glossary and acromvms
Plan maimntananca
Anmmal revisw schedula
Becord of changa: made {optional)
Eecord of distribution (opticnal)
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Integrated Solutions Consulting, Inc. (ISC) is a professional
services firm focused on developing and implementing
comprehensive crisis and consequence management solutions. We
are recognized as innovative problem solvers, dedicated to the
profession of emergency management and proficient in the
disciplines that support it. As recipients of the Dun & Bradstreet Top
Supplier Performance Rating for reliability, cost, order accuracy,
timeliness, quality, business relations, personnel, customer support,
and responsiveness, ISC proudly offers your community over 775+
years of experience, technical expertise, and unparalleled
performance.
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