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Template Instructions

Template instructions appear italicized and in brackets throughout this document. Ultimately the document owner must delete all the instructional text.

You may want to print these template instructions now.

The template instructions are brief and rely on the user to access the Project Management Guide and current examples available on both the DHS-OIS Project Management Office (PMO) web site, http://egov.oregon.gov/DHS/admin/pmo, and within the organization. 

This template contains “suggested boilerplate language” and assumes that the document owner will make appropriate additions, deletions, and changes for their project’s specific needs. “Suggested boilerplate language” appears in non-italicized text.
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Overview
This report combines lessons learned and project evaluation results with environmental scan and performance reporting.  When evaluated together over time, trends emerge here] and [insert electronic file location here].
Business Critical Processes and Functions
 [detail here each critical business process, its inputs, outputs, connections to other processes, people involved, technology used, and data used, then detail the process and triage protocols if one/more of those elements fails or is not accessible]
	Critical Function
	Description
	Process/People/Data/Technology
	Minimal Level of Service

	[insert critical business process/functions] 
	[describe the process]
	[detail the people, data, technology and dependencies] 
	[objectively detail the minimum level of service] 

	[insert critical business process/functions] 
	[describe the process]
	[detail the people, data, technology and dependencies] 
	[objectively detail the minimum level of service] 


Return to Service Point and Time Objectives
The objective of this plan is to identify critical business process functions and if there is a disruption in the minimal level of service, to return those processes to minimal service levels in the shortest amount of time possible
[insert summary of minimal levels of service and performance objectives for each business process]
Activation of Business Continuity Plan
Any member of the organization can start the continuity plan process.  The first step in the process is to notify the appropriate leadership staff member that a contingency event may have occurred.  The appropriate staff depends on the event.  The following table summarizes major events and the appropriate leadership contact.
	Event or trigger
	Contact

	[define error type]
	[insert contact name and information]

	[define error type]
	[insert contact name and information]


Activation Process:  Triage to Resolution
[insert a step by step process for each even or trigger from point of trigger to resolution including resources, work-arounds, progress reports, communication events, etc]
Approving Authorities
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Appendix

[consider using this section for any additional detail used for/in this document]
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