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BUSINESS CONTINUITY PLAN (BCP)

Full template (with bracketed guidance in fields) 

	Field
	Details
	Owner / location
	Last checked

	Business / organisation
	[Business name and legal entity]
	[Owner]
	[Date]

	Business units, sites or services covered
	[Business units, locations, products or services]
	[Owner]
	[Date]

	Prepared by
	[Plan owner / adviser / project team]
	[Owner]
	[Date]

	Plan owner / backup owner
	[Plan owner] / [Backup owner]
	[Contact details]
	[Date]

	Response lead / backup
	[Response lead] / [Backup response lead]
	[Contact details]
	[Date]

	Version / date
	[Version 1.0] / [Date]
	[Document control owner]
	[Date]

	Classification
	[Internal use / Confidential]
	[Owner]
	[Date]

	Current approved copy
	[Link / folder / system / physical location]
	[Owner]
	[Date]

	Offline or offsite copy
	[Emergency pack / printed copy / offsite copy / alternate office]
	[Owner]
	[Date]

	Activation contact method
	[Phone / text / group chat / alternate channel]
	[Response lead]
	[Date]

	Next scheduled review
	[Date]
	[Plan owner]
	[Date]



Important use notes: This template should be completed with reference to the Business Continuity Planning Guide. 
This is a comprehensive template to assist in building your business’s own specific plan. Start with the completion steps below, complete master registers once, and refer to section or process IDs rather than duplicating details. Sections marked for incident or test use can be left blank until needed. Tailor this based on your relevant business and the scale of detail that you require, before issue. Replace bracketed guidance, validate critical activities through a business impact assessment, and obtain management approval. Legal, health and safety, cyber/privacy, insurance and sector-specific obligations should be reviewed by appropriately qualified advisers. Keep one current approved copy and one offline or offsite copy.
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Incident quick reference
	Need
	Go to

	Immediate safety or emergency response
	Site emergency procedures; 3.1 Activation triggers

	Activate the plan and assign lead roles
	3.1 Activation triggers; 2.1 Response roles

	First-hour actions
	Immediate response checklist

	Role, provider and contact details
	2.1, 2.5 and Appendix B

	Communications, decisions and evidence
	2.6, 2.7, 3.3, 3.4 and 3.5



[bookmark: _Toc233017903]Plan overview and control
Complete during plan preparation. This section confirms ownership, scope, approved copy, offline access and document control.

Scope and boundaries
	Scope element
	Included in this plan
	Excluded or managed elsewhere
	Assumptions
	Notes / location

	Legal entities / trading names
	[Business legal name and trading name(s)]
	[Excluded entities, if any]
	[Assumption]
	[Notes]

	Locations / sites
	[Sites, regions, branches, offices, warehouses or mobile operations covered]
	[Sites out of scope, if any]
	[Assumption]
	[Notes]

	Products, services or business units
	[Products, services, departments, business units or trading channels covered]
	[Items intentionally excluded]
	[Assumption]
	[Notes]

	Critical technology and data
	[Core systems, data and records supporting critical processes]
	[Detailed IT disaster recovery plan or cyber plan]
	[Assumption]
	[Link / location]

	Emergency response
	[How this plan links to immediate safety and emergency response actions]
	[Detailed evacuation or site emergency procedures]
	[Assumption]
	[Link / location]

	Plan boundaries
	[What this plan is intended to support during disruption]
	[Decisions, risks or obligations outside this plan]
	[Assumption]
	[Notes]

	Critical physical assets
	[Critical equipment, plant, vehicles, tools, stock, utilities or site assets that support critical processes]
	[Items intentionally excluded]
	[Assumption]
	[Notes / location]

	
	
	
	
	

	
	
	
	
	






Version and change history
	Version
	Date
	Author
	Summary of changes
	Approved by

	0.1
	[Date]
	[Name]
	Initial draft for review.
	[Name]

	1.0
	[Date]
	[Name]
	Approved issue.
	[Name]

	[Version]
	[Date]
	[Name]
	[Change summary]
	[Name]

	
	
	
	
	

	
	
	
	
	




Distribution, storage and access
	Recipient / group
	Purpose
	Format
	Location / channel
	Last confirmed

	Response team
	Use during disruption.
	[Digital and offline]
	[Location / channel]
	[Date]

	Owners / directors
	Oversight and approval.
	[Digital]
	[Location / channel]
	[Date]

	Process owners
	Run practical actions.
	[Digital and offline]
	[Location / channel]
	[Date]

	External advisers
	Support as required.
	[Controlled copy]
	[Location / channel]
	[Date]

	Key contacts offline copy
	Access if systems or premises are unavailable.
	[Printed / offline]
	[Emergency pack / alternate site]
	[Date]

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc233017904]1. Assess
Identify what matters most, what could realistically interrupt it, and how quickly disruption becomes a problem.

1.1 Critical process, function and recovery register
Complete during plan preparation. Use the CP ID to connect priorities, function overlays, recovery requirements, standing response actions and test status. Table 1.1A records the critical process priority and accountable lead owner only. 
Table 1.1B records the function overlay, dependencies and impact. 
Table 1.1C records minimum service levels, recovery requirements and multiple practical actions for each critical process where needed.

1.1A Critical process priority register
	CP ID
	Priority
	Critical process
	Business outcome / why it matters
	Lead owner
	Escalation point

	CP1
	1
	Customer order fulfilment
	Keeps revenue and customer promises moving
	Operations manager
	Same day

	CP2
	2
	[Critical process]
	[Outcome]
	[Lead owner]
	[1-2 days]

	CP3
	3
	[Critical process]
	[Outcome]
	[Lead owner]
	[3-5 days]

	CP4
	4
	[Critical process]
	[Outcome]
	[Lead owner]
	[1-2 weeks]

	CP5
	5
	[Critical process]
	[Outcome]
	[Lead owner]
	[More than 2 weeks]

	CP6
	6
	[Critical process]
	[Outcome]
	[Lead owner]
	[Timeframe]

	
	
	
	
	
	

	
	
	
	
	
	





1.1B Critical process and function impact matrix
	CP ID
	Critical process
	Lead function
	Supporting functions
	Key people dependencies
	Key system/data dependencies
	Key supplier/logistics dependencies
	Key premises/equipment dependencies
	Impact if unavailable

	CP1
	Customer order fulfilment
	Operations
	Sales/customer service; finance; technology; logistics
	Staff; delegated approvers
	Job system; customer records; email/order records
	Stock; courier; alternate delivery route
	Site access; phones/devices; packing equipment
	Orders delayed; customer promises, revenue and cash timing affected.

	CP2
	[Critical process]
	[Lead function]
	[Supporting functions]
	[People dependencies]
	[System/data dependencies]
	[Supplier/logistics dependencies]
	[Premises/equipment dependencies]
	[Impact if unavailable]

	CP3
	[Critical process]
	[Lead function]
	[Supporting functions]
	[People dependencies]
	[System/data dependencies]
	[Supplier/logistics dependencies]
	[Premises/equipment dependencies]
	[Impact if unavailable]

	CP4
	[Critical process]
	[Lead function]
	[Supporting functions]
	[People dependencies]
	[System/data dependencies]
	[Supplier/logistics dependencies]
	[Premises/equipment dependencies]
	[Impact if unavailable]

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	





1.1C Recovery requirements and actions by critical process
	CP ID
	Action ID
	Minimum service level
	Recovery timeframe / acceptable data loss
	Action timeframe
	Applies to / trigger
	Practical recovery action
	Manual control / reconciliation
	Owner / test status

	CP1
	CP1-A1
	Urgent orders only
	Same day; recreate from emails/orders
	Immediate
	All disruptions
	Confirm affected orders; open manual order log; contact priority customers.
	Number manual orders; record decisions; reconcile when restored.
	Operations / manual order drill not tested

	CP1
	CP1-A2
	Urgent orders only
	Same day; recreate from emails/orders
	Same day
	Cyber or system outage
	Use offline/customer records; pause risky changes; obtain provider restore estimate.
	Preserve logs/screenshots; reconcile orders, stock and invoices.
	Technology / operations

	CP1
	CP1-A3
	Urgent orders only
	Same day; recreate from emails/orders
	1-2 days
	Supplier or logistics disruption
	Use alternate courier/route; prioritise urgent or contractual deliveries.
	Record extra costs, customer messages and delivery exceptions.
	Operations / finance

	CP2
	CP2-A1
	[Minimum service level]
	[Recovery timeframe / data loss limit]
	[Immediate / short term / long term]
	[All disruptions or scenario trigger]
	[Practical recovery action]
	[Manual control / reconciliation]
	[Owner / test status]

	CP3
	CP3-A1
	[Minimum service level]
	[Recovery timeframe / data loss limit]
	[Immediate / short term / long term]
	[All disruptions or scenario trigger]
	[Practical recovery action]
	[Manual control / reconciliation]
	[Owner / test status]

	CP4
	CP4-A1
	[Minimum service level]
	[Recovery timeframe / data loss limit]
	[Immediate / short term / long term]
	[All disruptions or scenario trigger]
	[Practical recovery action]
	[Manual control / reconciliation]
	[Owner / test status]

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




1.2 Impact and likelihood rating guide
	Rating
	Impact
	Likelihood
	Priority guidance

	1
	Low impact - manageable with normal workarounds.
	Unlikely.
	Monitor or accept.

	2
	Medium impact - service, cost or workload pressure.
	Possible.
	Owner to confirm backup option.

	3
	High impact - material customer, cash, operational or compliance effect.
	Likely.
	Action required and tracked.

	4
	Critical impact - safety, viability, legal/regulatory or major reputational effect.
	Almost certain.
	Urgent action and leadership oversight.





1.3 Scenario, impact and response matrix
Complete during plan preparation after section 1.1. Reference CP IDs and action IDs from 1.1C rather than retyping process details. Process priority stays in 1.1A; priority in this table is the response priority for the specific disruption event.
	Scenario / disruption
	CP IDs affected
	Functions most impacted
	Immediate concern
	Impact variation / notes
	Escalation point / when serious?
	Impact / likelihood score
	Scenario response priority
	Relevant response actions
	Owner / status

	Severe weather / natural hazard
	[CP IDs / processes]
	People, operations, logistics, customer service
	People safety, site access, deliveries, customer commitments.
	Impact varies by staff availability, site access, transport, suppliers and customer location.
	[Immediate / 1-2 days /
3-5 days / 
1-2 weeks / >2 weeks]
	[1-4] / [1-4]
	[Low / medium / high / critical]
	Use relevant 1.1C action IDs; remote work, alternate site, reduced service, customer prioritisation.
	[Owner / status]

	Cyber or system outage
	[CP IDs / processes]
	Technology, finance, operations, customer service
	Access to records, payments, customer service, data integrity.
	Impact increases if data loss, privacy risk or payment disruption occurs.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Use relevant 1.1C action IDs; pause risky activity, contact provider, manual actions, preserve evidence.
	[Owner / status]

	Utility or telecommunications outage
	[CP IDs / processes]
	Operations, technology, customer service, facilities
	Power, water, internet, phones or fuel unavailable.
	Impact varies by outage duration, site suitability and backup channel availability.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Backup power, mobile data, alternate site, offline processing, customer updates.
	[Owner / status]

	Key person or people unavailability
	[CP IDs / processes]
	People, process owners, finance/approvals, customer leads
	Safety, wellbeing, capacity, leadership or approval gaps.
	Impact varies by role coverage, authorisations, fatigue and cross-training.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Activate alternates, cross-trained staff, reduced service, simplified approvals.
	[Owner / status]

	Supplier, outsourced provider or logistics disruption
	[CP IDs / processes]
	Operations, procurement, logistics, customer service, finance
	Delivery, quality, capacity, lead time, cost and customer promises.
	Impact varies by available stock, substitutes, lead times and contractual commitments.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Backup supplier, substitute product, stock buffer, alternate route, customer prioritisation.
	[Owner / status]

	Loss of premises / site access
	[CP IDs / processes]
	People, operations, facilities, technology, records
	Unsafe or unavailable site, plant, equipment, stock or records.
	Impact varies by remote-work readiness, alternate site access and equipment replacement time.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Remote or alternate site, retrieve/replace critical equipment and records.
	[Owner / status]

	Cash flow / funding pressure
	[CP IDs / processes]
	Finance, owners, payroll, procurement, sales/customer service
	Receipts, payments, payroll, covenants, working capital.
	Impact varies by revenue interruption, debtor collections, supplier terms and facility headroom.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Cash forecast, supplier/customer prioritisation, bank/funder contact, cost tracking.
	[Owner / status]

	Privacy, legal, regulator or media risk
	[CP IDs / processes]
	Response lead, communications, technology, finance, adviser/legal
	Notification requirements, external statements, evidence, reputational risk.
	Impact varies by notification obligations, public visibility, affected data and advice required.
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	Centralise communications, seek advice, preserve evidence, use approved messages.
	[Owner / status]

	Other relevant scenario
	[CP IDs / processes]
	[Functions impacted]
	[Concern]
	[Impact variation / notes]
	[Timeframe]
	[1-4] / [1-4]
	[Priority]
	[Relevant 1.1C action IDs and event-specific response]
	[Owner / status]



[bookmark: _Toc233017905]2. Prepare
Complete during plan preparation. Turn the assessment into practical arrangements that can be used before pressure hits.
2.1 Response roles, contacts and delegated authority register
Complete during plan preparation. 
This is the master register for response roles and delegated authority. Use Appendix B only for detailed contact lists where needed; avoid repeating full contact details in multiple places.
	Role / decision area
	Primary person
	Backup person
	Contact details
	Key responsibilities
	Delegated authority / access
	Limits / evidence required

	Plan owner
	[Name / role]
	[Name / role]
	[Phone / email]
	Owns and maintains the plan; ensures reviews and testing occur.
	[Document access / update authority]
	[Version and approval record]

	Approver
	[Name / role]
	[Name / role]
	[Phone / email]
	Approves the plan and material changes.
	[Approval authority]
	[Approval record]

	Response lead
	[Name / role]
	[Name / role]
	[Phone / email]
	Activates the plan, sets priorities, chairs check-ins and confirms urgent decisions.
	[Decision authority / group chat access]
	[Decision log entry]

	People lead
	[Name / role]
	[Name / role]
	[Phone / email]
	Checks safety, wellbeing and staff availability; sends internal updates.
	[Staff contact details / wellbeing process]
	[Wellbeing tracker]

	Operations lead
	[Name / role]
	[Name / role]
	[Phone / email]
	Confirms affected processes, sites, suppliers and practical recovery actions.
	[Site / supplier access]
	[Action log]

	Technology lead
	[Name / role]
	[Name / role]
	[Phone / email]
	Checks systems, data, cyber risks and providers; advises what to pause or restart.
	[Provider escalation / admin access]
	[Technology advice and logs]

	Finance lead
	[Name / role]
	[Name / role]
	[Phone / email]
	Monitors cash, payments, payroll, insurance, funders and cost evidence.
	[Bank / payroll / insurance access]
	[Approvals, invoices, claim evidence]

	Communications lead
	[Name / role]
	[Name / role]
	[Phone / email]
	Prepares and records staff, customer, supplier and external messages.
	[Message channels / templates]
	[Approved message copy]

	External statements
	[Role]
	[Backup role]
	[Contact]
	Approves public, media, regulator, insurer or funder communications.
	[Approval authority]
	[Approved wording and recipients]

	Emergency spend
	[Role]
	[Backup role]
	[Contact]
	Approves urgent spend needed to protect people, assets, customers or recovery.
	[Spend authority]
	Up to $[amount]; quote/invoice/rationale required.

	Banking / payroll approval
	[Role]
	[Backup role]
	[Contact]
	Confirms payments, payroll and banking approvals can continue.
	[Bank tokens / dual approval]
	[Approval record]

	
	
	
	
	
	
	

	
	
	
	
	
	
	





2.2 Dependencies, single points of failure and improvement action register
Complete during plan preparation. Readiness rating: 1 Unknown, 2 Weak, 3 Partial, 4 Strong. Use this table as the main action tracker for preparation gaps. Target readiness / outcome can be a rating, short description or action threshold.
	Area / process
	Dependency or single point of failure
	What could stop?
	Current backup option
	Target readiness / outcome
	Current readiness / rating
	Improvement action
	Assumptions
	Owner
	Due date
	Status

	[Critical process]
	[Key person / skill]
	[Process cannot run or be approved]
	[Cross-trained backup / documented procedure]
	[What is needed]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]

	[Critical process]
	[System / data]
	[No access to records or processing]
	[Offline copy / export / provider support]
	[Target]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]

	[Critical process]
	[Premises / equipment]
	[Site, plant or equipment unavailable]
	[Alternate site / hire / repair / outsource]
	[Target]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]

	[Critical process]
	[Supplier / logistics]
	[Input, freight or outsourced service unavailable]
	[Backup supplier / substitute / route]
	[Target]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]

	[Critical process]
	[Information / records]
	[Contracts, customer, employee or financial records unavailable]
	[Backup / offline / offsite access]
	[Target]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]

	[Critical process]
	[Finance / banking / authority]
	[Payments, payroll or procurement blocked]
	[Backup approver / alternate access]
	[Target]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]

	[Other area]
	[Dependency]
	[Risk]
	[Backup option or none]
	[Target]
	[1-4]
	[Action]
	[Assumption]
	[Owner]
	[Date]
	[Status]



2.3 People, safety and wellbeing plan
Complete during plan preparation. Keep this practical and aligned to role names in 2.1; use the checklist below during an incident or test.
	Area
	Plan details
	Owner
	Backup
	Status

	Staff safety check process
	[How staff will be contacted and recorded as safe / needing help / unreachable]
	[Owner]
	[Backup]
	[Status]

	Staff availability and rosters
	[How availability, caring responsibilities, fatigue and remote work will be managed]
	[Owner]
	[Backup]
	[Status]

	Key person backup
	[Who can cover owner, manager, payroll, banking, systems and customer roles]
	[Owner]
	[Backup]
	[Status]

	Wellbeing support
	[Support options, escalation points, workload limits and follow-up rhythm]
	[Owner]
	[Backup]
	[Status]

	Accessibility support
	[Support for disabled staff, customers or visitors during emergency or recovery]
	[Owner]
	[Backup]
	[Status]

	Payroll and employment communication
	[How payroll and staff updates will continue if normal systems are unavailable]
	[Owner]
	[Backup]
	[Status]

	
	
	
	
	



People and wellbeing checklist
Use during an incident or scenario test. Leave completion boxes blank until needed.
	Step
	Wellbeing action
	Owner
	Tool / record
	Complete

	1
	Send initial safety check using primary and backup channels.
	[People lead]
	[SMS / email / phone tree / register]
	Y/N

	2
	Record status: safe, assistance required, unreachable, unavailable for work.
	[People lead]
	[Wellbeing tracker]
	Y/N

	3
	Escalate urgent wellbeing concerns to emergency services or nominated contacts.
	[People lead]
	[Emergency contact register]
	Y/N

	4
	Confirm work availability, remote work limits, rosters and fatigue risk.
	[Managers]
	[Roster / availability sheet]
	Y/N

	5
	Set follow-up timing and wellbeing support.
	[People lead]
	[Communication log]
	Y/N





2.4 Technology, records, backups and offline access register
Complete during plan preparation. Treat this as the master technology, records and offline access register. Refer to system names or IDs elsewhere rather than repeating full details.
	System / record / data set ID
	Critical process supported
	Business owner
	Provider / support
	Recovery timeframe
	Acceptable data loss
	Backup / offline access
	Manual action
	Last tested / status

	SYS1 Accounting system
	Invoicing / payments / reporting
	[Owner]
	[Provider]
	[Timeframe]
	[Data loss limit]
	[Backup / export / offline copy]
	[Manual invoice / payment log]
	[Date / status]

	SYS2 Payroll system
	Payroll
	[Owner]
	[Provider]
	[Timeframe]
	[Data loss limit]
	[Backup / export / offline copy]
	[Offline payroll input]
	[Date / status]

	SYS3 Customer records / CRM
	Customer service / sales
	[Owner]
	[Provider]
	[Timeframe]
	[Data loss limit]
	[Backup / export / offline copy]
	[Customer contact log]
	[Date / status]

	SYS4 Job / booking / stock system
	Operations / delivery
	[Owner]
	[Provider]
	[Timeframe]
	[Data loss limit]
	[Backup / export / offline copy]
	[Manual order / job log]
	[Date / status]

	SYS5 Email / phones / collaboration
	Communication
	[Owner]
	[Provider]
	[Timeframe]
	[Data loss limit]
	[Backup channel]
	[Phone tree / group chat]
	[Date / status]

	SYS6 Banking authorities / tokens
	Payments / payroll / funding
	[Owner]
	[Bank]
	[Timeframe]
	[N/A]
	[Backup approver / access method]
	[Manual approval record]
	[Date / status]

	REC1 Contracts and obligations
	Customer / supplier / legal
	[Owner]
	[Location]
	[Timeframe]
	[Data loss limit]
	[Cloud / offsite / physical copy]
	[Contract register]
	[Date / status]

	REC2 Insurance policies and claim steps
	Insurance / recovery funding
	[Owner]
	[Broker / insurer]
	[Timeframe]
	[N/A]
	[Offline policy copy]
	[Claim evidence checklist]
	[Date / status]

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	





2.5 Key parties and critical provider register
Complete during plan preparation. Record critical parties and providers here; use Appendix B as the detailed contact register where more phone or email details are required.
	Key parties / provider ID
	Type
	Service, input or promise
	Critical process supported
	Backup option
	Lead time / limit
	Escalation contact
	Owner / status

	SP1 [Critical supplier]
	Supplier
	[Goods / services]
	[Critical process]
	[Backup supplier / substitute]
	[Lead time / limit]
	[Name / phone / email]
	[Owner / status]

	SP2 [Outsourced provider]
	Outsourced provider
	[Payroll / IT / logistics / warehousing / accounting]
	[Critical process]
	[Backup option]
	[Lead time / limit]
	[Contact]
	[Owner / status]

	SP3 [Logistics provider]
	Logistics
	[Freight / courier / transport]
	[Critical process]
	[Backup route / provider]
	[Lead time / limit]
	[Contact]
	[Owner / status]

	CU1 [Priority customer / group]
	Customer
	[Service promise / deadline / obligation]
	[Critical process]
	[Reduced service / alternate delivery / reschedule]
	[Limit / timing]
	[Account manager / contact]
	[Owner / status]

	FN1 [Bank / funder]
	Finance
	[Facilities / accounts / covenants]
	[Payments / funding]
	[Backup approver / emergency facility]
	[Limits]
	[Relationship manager]
	[Owner / status]

	IN1 [Insurance broker / insurer]
	Insurance
	[Policy / claim support]
	[Claim / recovery]
	[Alternate contact]
	[Claim timing]
	[Broker / claim contact]
	[Owner / status]

	FA1 [Landlord / facilities / utilities]
	Facilities
	[Access / keys / alarms / utilities / repairs]
	[Site / premises]
	[Alternate site / repair option]
	[Limits]
	[Contact]
	[Owner / status]

	AD1 [Legal / tax / employment adviser]
	Adviser
	[Advice / notification support]
	[Obligations]
	[Backup adviser]
	[Response time]
	[Contact]
	[Owner / status]





2.6 Financial, insurance, obligations and evidence register
Complete during plan preparation. Create one evidence folder, digital and offline if needed, and use this location consistently in the decision log, action plan, communication log and insurance or funding records.
	Area / evidence type
	Continuity requirement or examples
	Owner
	Where stored
	Trigger / when used
	Status

	Cash flow forecast
	Cash flow forecast, disruption scenario, minimum cash buffer, expected receipts and payments.
	[Finance lead]
	[Location]
	[Cash / revenue impact]
	[Status]

	Banking / funding access
	Bank contacts, facilities, tokens, login access, backup approvers, covenants.
	[Finance lead]
	[Location]
	[Payments / funding need]
	[Status]

	Payroll
	Manual or alternate payroll process, deadlines and approvals.
	[Finance / People]
	[Location]
	[Payroll system or approver unavailable]
	[Status]

	Emergency procurement
	Emergency purchase authority, suppliers and purchase order process.
	[Operations / Finance]
	[Location]
	[Urgent spend required]
	[Status]

	Insurance
	Broker/insurer contacts, policies, claim steps and evidence requirements.
	[Finance lead]
	[Location]
	[Loss, damage or outage]
	[Status]

	Tax, legal, privacy and employment obligations
	PAYE, GST, income tax, contracts, leases, health and safety, privacy and employment matters.
	[Owner / adviser]
	[Location]
	[Potential obligation or breach]
	[Status]

	Incident timeline
	What happened, when discovered, decisions made, actions taken.
	[Response lead / scribe]
	[Evidence folder]
	[All disruptions]
	[Status]

	Damage / outage evidence
	Photos, system logs, supplier notices, repair reports, screenshots.
	[Operations / technology]
	[Evidence folder]
	[Physical, cyber or system incident]
	[Status]

	Financial records
	Lost sales, extra costs, payroll costs, mitigation spend and working capital impacts.
	[Finance lead]
	[Evidence folder]
	[Claim / funding / board reporting]
	[Status]

	Contracts and correspondence
	Customer commitments, supplier notices, landlord communications, funder/insurer emails.
	[Commercial / legal]
	[Evidence folder]
	[Dispute, claim or obligation]
	[Status]

	Manual action records
	Manual logs, approvals, numbered forms, reconciliations and exceptions.
	[Process owner]
	[Evidence folder]
	[System or process workaround]
	[Status]

	Communication records
	Approved messages, recipients, timing and next update commitments.
	[Communications lead]
	[Evidence folder]
	[Key parties communications]
	[Status]



2.7 Communication plan
Complete during plan preparation. Agree audiences, owners, approval and channels now; use section 3.5 to record actual communications during an incident.
	Audience
	Need to know
	Likely channel
	Message owner
	First update due
	Next update rhythm
	Backup channel
	Approval

	Staff / contractors
	Safety, work arrangements, expectations and next update time.
	[Text / group chat / email / phone tree]
	[People / Comms]
	[Time]
	[Cadence]
	[Backup channel]
	[Approver]

	Customers
	Goods or services changes, delays, alternatives and next update time.
	[Email / website / phone / social media]
	[Customer lead / Comms]
	[Time]
	[Cadence]
	[Backup channel]
	[Approver]

	Suppliers
	Changed demand, delivery priorities, payment or timing changes.
	[Account manager / phone / email]
	[Procurement / Ops]
	[Time]
	[Cadence]
	[Backup channel]
	[Approver]

	Funders / insurers
	Impact, evidence, funding or claim steps.
	[Direct contact / document pack]
	[Finance]
	[Time]
	[Cadence]
	[Backup channel]
	[Approver]

	Regulators / landlords
	Compliance, access, licence or lease matters if relevant.
	[Formal email / phone]
	[Legal / Ops]
	[Time]
	[Cadence]
	[Backup channel]
	[Approver]

	Media / community
	Simple public message if relevant.
	[Named spokesperson only]
	[Comms / Response lead]
	[Time]
	[Cadence]
	[Backup channel]
	[Approver]





Message templates
Complete during plan preparation. Tailor and approve only the messages likely to be needed.
	Use case
	Draft wording to tailor
	Approved by

	Initial staff message
	We are aware of [incident] affecting [site/system/service]. Your safety is our first priority. Please [immediate instruction]. We will provide the next update by [time]. Direct questions to [contact].
	[People / Response lead]

	Customer update
	We are currently managing a disruption affecting [service]. We are prioritising [critical services/customers] and will update you by [time/date]. For urgent matters contact [details].
	[Customer lead / Comms]

	Supplier request
	We are operating under continuity arrangements following [incident]. Please confirm your ability to supply [goods/services] over the next [period], any constraints and your escalation contact.
	[Procurement / Ops]

	Bank / funder update
	We are managing a disruption affecting [area]. Current estimated cash impact is [amount/range]. We are taking [actions] and may need [support/facility/discussion]. Next update by [time/date].
	[Finance / Response lead]

	Insurer / broker notification
	We are notifying you of [incident] affecting [site/system/service]. Known loss or damage is [summary]. Evidence is being preserved at [location]. Please confirm claim steps and any loss adjuster requirements.
	[Finance]

	Public / media holding line
	[Business name] is responding to [brief description]. Our priority is [people/safety/customers]. We are assessing the impact and will provide further updates as confirmed information becomes available.
	[Response lead / Comms]



[bookmark: _Toc233017906]3. Respond
Use during a disruption or scenario test. Focus first on safety, facts, activation, decisions, communications and practical actions. Logs and checkboxes can remain blank in the approved plan until needed.
3.1 Activation triggers
Use during an incident or scenario test. Complete the activation checkboxes only when a trigger occurs.
	Trigger
	Example threshold
	Initial action
	Activation decision owner
	Activated?

	People safety risk
	[Injury, evacuation, significant wellbeing concern]
	Follow emergency response and account for people.
	[Response lead / People lead]
	Y/N

	Loss of site or premises access
	[Site unavailable for more than X hours or unsafe]
	Assess remote, alternate-site or closure arrangements.
	[Response lead / Operations lead]
	Y/N

	Critical system outage
	[Priority system unavailable beyond X minutes/hours]
	Pause risky activity and contact technology support.
	[Technology lead / Response lead]
	Y/N

	Supplier or logistics disruption
	[Critical supplier unable to meet delivery]
	Confirm impact and activate backup options.
	[Operations / Supplier lead]
	Y/N

	Customer, revenue or cash impact
	[Material delay, lost revenue, cash flow pressure]
	Prioritise service and prepare updates for key parties.
	[Response lead / Finance lead]
	Y/N

	Privacy, legal, regulator or media risk
	[Reportable event, public attention or regulator contact]
	Centralise communications and evidence.
	[Response lead / Comms / Legal]
	Y/N





Immediate response checklist
Use during the first hour of an incident or scenario test. Leave blank in the approved plan.
	Step
	Immediate action
	Owner
	Completed / notes

	1
	Confirm life safety, emergency services involvement and immediate hazards.
	[People / site lead]
	Y/N

	2
	Open the incident decision log and record known facts, time, source and first decisions.
	[Response lead / scribe]
	Y/N

	3
	Confirm affected people, sites, systems, suppliers, customers, data and cash flow.
	[Response team]
	Y/N

	4
	Decide whether to activate this plan and name the response lead and backups.
	[Response lead]
	Y/N

	5
	Agree immediate priorities, meeting rhythm and next update time.
	[Response team]
	Y/N

	6
	Issue first staff message with safety instructions and next update time.
	[People / Comms]
	Y/N

	7
	Preserve evidence for insurance, legal, privacy, cyber or funding purposes.
	[Finance / Technology / Ops]
	Y/N

	8
	Start approved practical actions for priority processes.
	[Process owners]
	Y/N






3.2 First hour / first day / first week response structure
Use during incident response planning and check-ins.
	Timeframe
	Focus
	Actions
	Owner / notes

	First hour
	Safety, control and clarity.
	Check people are safe; establish facts; activate response lead; agree roles, decision rights and update cadence; protect assets and evidence.
	[Owner / notes]

	First day
	Stabilise priority activities.
	Assess impact on critical processes; start practical actions; send holding messages; confirm customer, supplier and cash priorities; record decisions.
	[Owner / notes]

	First week
	Recover, manage backlog and learn.
	Stabilise operations; manage fatigue and capacity; track costs and risks; review expectations of key parties; capture lessons and update the plan.
	[Owner / notes]



3.3 Incident decision log
Use during an incident or test. Leave blank until decisions are made.
	Date / time
	Decision or action
	Why this decision was made
	Decision-maker
	Owner
	Due / trigger
	Status

	[Date/time]
	[Decision/action]
	[Rationale]
	[Name]
	[Owner]
	[Due/trigger]
	[Open/closed]

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





3.4 Recovery action plan
Use during an incident or test for activated recovery actions. Reference action IDs from 1.1C where possible and add event-specific actions from 1.3 or 3.6 as needed. Do not duplicate standing backup actions unless they are activated.
	Scenario priority
	Source action ID
	Recovery action
	Critical process / function supported
	Owner
	Due / trigger
	Dependency / evidence required
	Status

	1
	Control Process Action 
	[Activated action]
	[CP / function]
	[Owner]
	[Due / trigger]
	[Dependency / evidence]
	[Open / closed]

	2
	Control Process Action 
	[Activated action]
	[CP / function]
	[Owner]
	[Due / trigger]
	[Dependency / evidence]
	[Open / closed]

	3
	Control Process Action 
	[Activated action]
	[CP / function]
	[Owner]
	[Due / trigger]
	[Dependency / evidence]
	[Open / closed]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	





3.5 Communication log
Use during an incident or test to record actual messages sent. The planned audiences and templates are in 2.7.
	Date / time
	Audience
	Message owner
	Channel
	Message summary / link
	Next update due
	Status

	[Date/time]
	[Audience]
	[Owner]
	[Channel]
	[Message summary or file link]
	[Time/date]
	[Status]

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



3.6 Scenario playbook template
Optional. Use this template only for scenarios rated high or critical in 1.3, instead of maintaining multiple duplicated playbooks.
	Element
	Plan

	Scenario
	[Brief description of the disruption.]

	Activation trigger
	[Specific trigger, threshold or decision point.]

	Immediate priorities
	[Confirm safety; establish facts; protect assets and evidence; start approved practical actions.]

	Recovery actions
	[Actions to stabilise operations, manage customers/suppliers, recover systems or site, and manage backlog.]

	Critical dependencies
	[People / systems / suppliers / premises / records / finance required.]

	Communications
	[Audiences, owner, channel, first update and update rhythm.]

	Evidence to capture
	[Timeline, decisions, costs, loss evidence, photos, logs, notices, messages.]

	Return-to-normal criteria
	[Criteria for ceasing backup action and resuming normal operations.]

	Owner and alternates
	[Owner / alternate / escalation contacts.]





Scenario prompts to tailor
Optional prompts. Keep only the scenarios that are relevant to your business.
	Scenario prompt
	First actions to consider
	Key evidence
	Typical dependencies

	Loss of premises / site access
	Confirm people safety and access restrictions; activate remote or alternate-site work; retrieve or replace critical equipment and records.
	Photos, access notices, landlord/insurer correspondence, repair reports.
	People, site, equipment, records, utilities, landlord, insurer.

	Critical IT outage / cyber event
	Escalate to technology lead; stop unsafe activity; preserve logs; prioritise critical systems and manual actions.
	System logs, provider notices, decisions, screenshots, communications.
	Systems, data, providers, bank, legal/privacy, insurance.

	Key supplier disruption
	Confirm impact and duration; activate alternate supplier or stock buffer; prioritise customers based on criticality.
	Supplier notices, purchase orders, customer impacts, extra costs.
	Supplier, freight, stock, contracts, customer commitments.

	People unavailability / health event
	Confirm safety, wellbeing and availability; activate alternates and essential rosters; defer non-critical activity.
	Wellbeing tracker, rosters, payroll records, internal updates.
	People, skills, authorities, payroll, communications.

	Utility or telecommunications outage
	Confirm life safety and site suitability; switch to backup power/data or alternate site; prioritise offline work.
	Utility notices, outage reports, costs, site checks.
	Utilities, landlord, devices, backup channels, alternate site.

	Severe weather or natural hazard
	Monitor official warnings and local instructions; protect people; assess premises, travel, suppliers and customer impacts.
	Warnings, photos, road closures, supplier notices, customer impacts.
	People, site, transport, utilities, suppliers, insurance.

	
	
	
	

	
	
	
	





3.7 Situation update template
Use during an incident or test to prepare structured updates for owners, directors, funders or advisers.
	Heading
	Current position

	Update number / time
	[Update # / date / time / prepared by]

	Executive summary
	[What happened, current impact and direction of travel]

	People and safety
	[Status, issues, wellbeing support required]

	Critical business processes
	[Recovery timeframe status, active practical actions, customer impact]

	Technology / data
	[Systems impacted, restore estimates, cyber/privacy issues]

	Suppliers / premises / assets
	[Constraints and recovery actions]

	Financial / legal / insurance
	[Costs, claims, obligations, notifications and advice required]

	Decisions required
	[Decision, deadline, options and recommendation]

	Next update
	[Time and audience]





3.8 Return-to-normal checklist
Use when moving back to normal operations or closing a test.
	Checklist item
	Evidence / decision required
	Owner
	Complete

	Critical processes restored to approved minimum or normal service levels.
	[Service status report and owner confirmation]
	[Owner]
	

	Manual records entered into systems and reconciled.
	[Reconciliation report and exception review]
	[Owner]
	[ ]

	Health, safety and wellbeing risks assessed for return to site or normal work.
	[Safety clearance and wellbeing communication]
	[Owner]
	[ ]

	Customer, supplier, insurer, funder, regulator and owner updates issued as needed.
	[Approved messages and records]
	[Owner]
	[ ]

	Incremental costs, losses and claim evidence stored.
	[Insurance / finance evidence file]
	[Owner]
	[ ]

	Backlog and quality issues assigned to owners.
	[Backlog action plan]
	[Owner]
	[ ]

	After-action review scheduled.
	[Meeting invite / agenda]
	[Owner]
	[ ]

	Improvement actions entered into action tracker.
	[Action tracker updated]
	[Owner]
	[ ]



[bookmark: _Toc233017907]4. Review
Complete during plan preparation, then maintain through simple testing, regular updates and action tracking.
4.1 Testing and validation log
Use during reviews and tests. This single log replaces separate contact test, manual action drill, backup access check and supplier/bank/facilities check-in tables.
	Date
	Test / validation type
	Scenario or scope
	Participants
	Result / what worked
	Issues / gaps
	Actions raised
	Owner
	Due date
	Status

	[Date]
	Contact test
	[Response team / critical staff / external contacts]
	[Participants]
	[Result]
	[Issues]
	[Actions]
	[Owner]
	[Date]
	[Status]

	[Date]
	Manual action drill
	[Order / job / booking / invoice / payroll action]
	[Participants]
	[Result]
	[Issues]
	[Actions]
	[Owner]
	[Date]
	[Status]

	[Date]
	Backup or document access check
	[Current plan, key contacts, critical records, system backup, bank/insurance access]
	[Participants]
	[Result]
	[Issues]
	[Actions]
	[Owner]
	[Date]
	[Status]

	[Date]
	Supplier, bank or facilities check-in
	[Backup supplier, critical supplier, bank, landlord, insurer]
	[Participants]
	[Result]
	[Issues]
	[Actions]
	[Owner]
	[Date]
	[Status]

	[Date]
	Scenario simulation
	[Scenario / critical processes tested]
	[Participants]
	[Result]
	[Issues]
	[Actions]
	[Owner]
	[Date]
	[Status]





4.2 Post-incident review and improvement tracker
Use after an incident or test. Transfer improvement actions into 2.2 or the roadmap where they need tracking.
	Question
	Findings
	Improvement action
	Owner
	Due date
	Status

	What happened and what was the timeline?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	Were people safe, contacted and supported?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	Which critical processes were disrupted and were recovery timeframes met?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	Did practical actions and manual controls work?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	Did communications work as intended?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	Were decisions, costs, losses and evidence recorded?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	Were there gaps in roles, authority, suppliers, systems, data or cash flow?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]

	What should change in the plan, training, contracts, systems or controls?
	[Findings]
	[Action]
	[Owner]
	[Date]
	[Status]





4.3 Plan maintenance cycle
Complete during plan preparation, then maintain as part of routine governance.
	Timing
	Maintenance activity
	Owner
	Output / evidence

	Monthly during build
	Review open actions, readiness gaps and assigned due dates.
	[Plan owner]
	[Updated action tracker]

	Quarterly
	Check contacts, response roles, delegated authorities and critical suppliers.
	[Plan owner / process owners]
	[Updated registers]

	Every 6-12 months
	Review critical processes, recovery timeframes, systems, suppliers and practical actions.
	[Plan owner]
	[Updated plan version]

	Annually
	Run a scenario test or practical simulation and refresh approvals.
	[Response lead / plan owner]
	[Test record and approval]

	After disruption or test
	Capture lessons, update actions and approve material changes.
	[Plan owner]
	[After-action review and update log]

	After material change
	Update plan for changes to people, sites, systems, suppliers, ownership, services or obligations.
	[Plan owner]
	[Updated version]





Review triggers
Use whenever there is a material change to people, suppliers, systems, sites, banking, insurance or obligations.
	Trigger
	Update required
	Owner
	Complete

	People or role change
	Update owners, backups, staff contacts, delegated authorities and critical task cover.
	[Owner]
	[ ]

	Supplier or customer change
	Update critical suppliers, priority customers, lead times, service promises and contact details.
	[Owner]
	[ ]

	System or site change
	Update software, login access, backups, alternate locations, equipment, utilities and support contacts.
	[Owner]
	[ ]

	Insurance, bank or contract change
	Update policy details, facilities, covenants, contractual obligations and evidence requirements.
	[Owner]
	[ ]

	After a disruption or test
	Record what worked, what did not, decisions made, lessons and improvement actions.
	[Owner]
	[ ]

	Regular review cycle
	Confirm contacts, roles, suppliers, systems, backups, assumptions and practical actions are still current.
	[Owner]
	[ ]



4.4 30 / 60 / 90 day implementation roadmap
Complete during plan build to prioritise first actions. Delete or adapt once implementation is complete.
	Timing
	Actions
	Owner
	Due date
	Status

	30 days
	Confirm plan owner and backup; complete critical process register; populate contacts and response roles; agree quick-win actions.
	[Owner]
	[Date]
	[Status]

	60 days
	Complete impact and dependency assessments; document practical actions; draft communications and response checklists; close critical readiness gaps.
	[Owner]
	[Date]
	[Status]

	90 days
	Run a simulation; test contact lists, backups and manual actions; update plan from lessons; approve review cycle.
	[Owner]
	[Date]
	[Status]

	Ongoing
	Monthly action review during build; quarterly continuity review; annual scenario test; immediate update after incidents or material change.
	[Owner]
	[Date]
	[Status]





4.5 BCP readiness checklist
Use before approval and at scheduled reviews to confirm minimum readiness.
	Readiness item
	Minimum expectation
	Status
	Evidence / notes

	Plan ownership confirmed
	Plan owner, backup owner and response lead named.
	[Status]
	[Notes]

	Scope agreed
	Entities, sites, services and exclusions documented.
	[Status]
	[Notes]

	Critical processes prioritised
	Critical business processes are listed in priority order and supporting functions are mapped.
	[Status]
	[Notes]

	Impact assessed
	People, customer, financial, operational, supply chain, technology and function impacts assessed.
	[Status]
	[Notes]

	Recovery needs set
	Recovery timeframe, acceptable data loss and minimum service level recorded.
	[Status]
	[Notes]

	Contacts current
	Staff, response team, suppliers, bank, insurer and facilities contacts validated.
	[Status]
	[Notes]

	Dependencies and single points identified
	People, systems, information, premises, suppliers and finance dependencies mapped.
	[Status]
	[Notes]

	Practical actions agreed
	Relevant backup actions and manual controls documented with owners, triggers and evidence requirements.
	[Status]
	[Notes]

	Communication plan ready
	Audiences, channels, owners, approvals and message templates documented.
	[Status]
	[Notes]

	Evidence requirements ready
	Decision logs, action logs, cost records and claim evidence locations identified.
	[Status]
	[Notes]

	Testing completed
	Contact test, manual action drill, backup/document access check or scenario simulation completed.
	[Status]
	[Notes]

	Offline access available
	Current plan and key contacts accessible if systems or premises are unavailable.
	[Status]
	[Notes]

	Management approval obtained
	Approval recorded and next review scheduled.
	[Status]
	[Notes]

	
	
	
	

	
	
	
	



[bookmark: _Toc233017908]Appendices
Optional. Keep appendices only where they add detail that would clutter the main working plan. Appendix B can be used as the master detailed contact register. Remove any appendix that is not relevant after tailoring.
Appendix A. Glossary
Reference only. Use this to translate common BCP terms into plain language.
	Template term
	Meaning

	Business Continuity Plan (BCP)
	The practical plan for keeping the business operating and recovering after an unplanned disruption.

	Critical business process
	A process that must keep running or be restored first to protect people, customers, cash flow, obligations or reputation.

	Business impact assessment
	A simple assessment of what would happen if a critical process, system or resource was disrupted.

	Recovery timeframe
	Target time to restore a critical process, system or service to an acceptable level.

	Acceptable data loss
	Maximum amount or age of information the business could afford to lose or recreate.

	Maximum tolerable disruption period
	The longest period a process could be unavailable before impact becomes unacceptable. This template uses practical recovery timeframes instead.

	Response team
	The named people responsible for coordinating decisions, actions, communications and recovery during disruption.

	Practical action / backup action
	The agreed action to keep a critical process moving when normal resources are unavailable.

	Manual action
	A temporary paper, spreadsheet or offline process used while normal systems or resources are unavailable.

	Situation update
	A short, structured update on current impact, actions, decisions and next steps.

	Technology recovery plan
	A technology-focused plan for restoring systems, infrastructure, data and technology services.

	Supporting function
	A team or role that helps deliver a critical process, even if it is not the lead owner.

	Scenario response priority
	The priority assigned during a specific disruption event. It may differ from the standing critical process priority.


Appendix B. Optional detailed contact register
Optional master detailed contact register. If completed, refer to these contacts from sections 2.1, 2.5 and 3 rather than duplicating full details.
	Name / organisation
	Role / service
	Primary phone
	Backup phone
	Email
	After-hours / notes

	[Name]
	[Role/service]
	[Phone]
	[Phone]
	[Email]
	[Notes]

	[Name]
	[Role/service]
	[Phone]
	[Phone]
	[Email]
	[Notes]

	Emergency services
	Police / Fire / Ambulance
	111
	
	
	Immediate danger.

	[Insurance broker]
	Broker
	[Phone]
	[Phone]
	[Email]
	[Policy references]

	[Technology provider]
	IT / cyber / systems support
	[Phone]
	[Phone]
	[Email]
	[Escalation details]

	[Bank / funder]
	Relationship manager / emergency facility
	[Phone]
	[Phone]
	[Email]
	[Access notes]

	[Landlord / facilities]
	Site access / utilities / repair
	[Phone]
	[Phone]
	[Email]
	[Keys / alarms / access notes]

	[Legal / tax / employment adviser]
	Adviser
	[Phone]
	[Phone]
	[Email]
	[Notes]





Appendix C. Optional site, asset and equipment recovery register
Optional. Complete only for businesses with critical sites, vehicles, plant, stock, tools or other assets.
	Site / asset / equipment
	Critical use
	Risk / vulnerability
	Recovery or replacement option
	Supplier / contact
	Evidence required
	Notes

	[Site / location]
	[Critical processes]
	[Risk]
	[Remote / alternate / repair / reopen]
	[Contact]
	[Photos / invoices / access logs]
	[Notes]

	[Plant / machinery]
	[Critical use]
	[Risk]
	[Spare / repair / hire / outsource]
	[Contact]
	[Maintenance / repair records]
	[Notes]

	[Vehicles / fleet]
	[Critical use]
	[Risk]
	[Hire / route changes / alternate transport]
	[Contact]
	[Costs / photos]
	[Notes]

	[Stock / inventory]
	[Critical use]
	[Risk]
	[Move / protect / replace / substitute]
	[Contact]
	[Stock records / photos]
	[Notes]

	[Tools / devices]
	[Critical use]
	[Risk]
	[Spare / hire / purchase / provider support]
	[Contact]
	[Purchase records]
	[Notes]

	[Other asset]
	[Critical use]
	[Risk]
	[Recovery option]
	[Contact]
	[Evidence]
	[Notes]



Tailoring prompt: After completing the main registers, remove unused rows, optional appendices and irrelevant scenarios so the final approved plan remains concise and practical. Keep one approved copy and one accessible offline or offsite copy.


Notes:
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