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Disaster Recovery Planning Kit 
 
Thank you for requesting our Disaster Recovery Planning Kit! These tools have been developed and refined over many years of disaster recovery planning, reviewing what went wrong in disasters, and learning from other’s misfortunes. They follow the Disaster Recovery Institute’s Professional Practices and have been proven by small and large businesses that survived Superstorm Sandy, the Joplin tornado, and many disruptions you never heard about. 

Studies show that businesses with plans are more likely to survive disasters. Disaster victims have told us that they were happy they had a plan that had been created before the stress and confusion of the disaster.  

Remember, they call them disasters for a reason. No plan can include every contingency and anticipate every situation. You may not be able to execute your plan because law enforcement or the military prevents access to your critical locations. Power and communications systems may be interrupted. Transportation may be banned or restricted.  

PLAN ANYWAY! Something as simple as having critical phone numbers when you need them, knowing where your utility shut-offs are, and having your employees know what to do if you are away, can reduce damage or even save your business.  
	 
Using the tools is easy. Most are editable Word documents that you can modify as needed. Enter your information; add photos, maps, and diagrams; delete pages—make this your plan. 

Some tips –  
· Involve others and share your plan- you may not be around when disaster strikes. 
· Store electronic copies of critical information with your plan- insurance policies, deeds, copies of utility bills you can show to law enforcement to gain access your facilities, service agreements, manuals for software, password lists. 
· The Cloud is a great tool for storing documents, but a disaster may make it difficult to access the information. Store your plan and documents in your phone or tablet, and keep a paper copy. 
· Secure your plan with a password or encryption. Don’t make the details in your plan a risk. 
· Test your plan. This can be a simple table-top exercise or a full recovery simulation. Test more than your data backups, and test your recovery with alternate staff members instead of your trusted go-to employees, or even yourself, who may not be available when disaster strikes. 
· Remember to update your plan when things change.  
 

Thanks again,
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Brian Curtis
President & CIO
DominionTech Computer Services
www.DominionTech.com	 	 	 	 	 	 	  	 

Business Continuity Planning Kit  
Contents & Guide 
 
1. Plan Template – This is the core of your plan. Fill out the pages you need, leave the others blank or delete them. Insert your employee contact sheets, facility profile, and other supporting documents. 
2. Department Questionnaire – Complete this for each department or function. Add them to your plan. 
3. Emergency Contact Information – have each employee complete and include with your plan. 
4. Internet & E-mail Info – Collect info about your website and e-mail and add it to your plan. 
5. Technology Questionnaire – Collect info about your technology and add it to your plan. 
6. Disaster Tips & Hints – Share this with family and friends—after you are familiar with it. 
7. [bookmark: _GoBack]Utility Shut Offs – critical if you ever have a burst pipe or must evacuate. Make sure those who work from the office are familiar with this information. Hint: store a wrench or pliers near your water and gas shut-offs. 
8. Utility Shut Off signs – Mark your shut-offs. If outside, laminate the sign to survive the weather. 

Other resources you should look at include: 
 
American Red Cross 
Prepare Your Home and Family 

Prepare Your Workplace 
 
Checklists 
 
Ready.gov 
Pandemic Planning 
 
Technological & Accidental Hazards 
 
Natural Disasters 
 
Recovering from a Disaster 
 
FEMA 
National Flood Insurance Program 
 
Coping with Disaster / Helping Kids Cope with Disaster 
 
Review the websites for your state’s and county’s Emergency Management Office for local information and to register your cell phone and business phones for Reverse 9-1-1.  
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