
 

A roadmap for 
developing your 
Business Continuity Plan

For more information about how 
Proactis can help, contact us today: 

3.
Document external contacts: 
If you have critical suppliers or contractors, build a 
special contact list that includes a description of the 
company (or individual) and any other absolutely 
critical information about them – including key 
personnel contact information. Include in your list 
people such as attorneys, bankers and consultants. 
This list should include anyone that you might need 
to call to assist with various operational issues. 

2.
Identify people that 
can work from home. 

4.
Identify processes that 
have been outsourced: 
Identify your outsourced processes and how 
your business partners will be impacted if 
everyone needs to work from home. Ideally, 
your business partner provided a BCP when 
the outsourcing agreement was initiated. 

6.
Document all 
automated 
processes: 
Ensure that segregation 
of duties (SoD) and access 
controls are in place. 

8.
Identify critical files 
and documents: 
These include articles of incorporation, 
financial key supplier contracts, utility bills, 
banking information, critical HR documents, 
building lease papers, and tax returns.

10.
Consolidate the 
components of your BCP: 
A BCP is useless if all the components 
are scattered all over the company or 
within their siloes. 

12.
Test the plan: 
All BCPs should be tested to 
make sure all the key components 
have been identified and the plan 
can be executed.

14.
Review and revise: 
Every time something changes, be sure to 
update your BCP. With all the changes in 
technology and process automation, it’s 
important to ensure 
that the plan is never outdated. 

5.
Document all manual 
processes and 
determine applicable 
contingencies: 
How can manual supplier invoices 
be processed? How can new 
suppliers be screened and 
validated manually? 

7.
Determine critical data needs: 
Identify the data needed for decision making, analysis 
and cash management in a time of crisis. 

9.
Define a “How-to list” 
based on specific scenarios: 
It should include step-by-step instructions 
on what to do, who should do it, and how. 
(Remember people, process and solutions). 
Your business process documentation, policies, 
procedures and internal control processes are 
critical. Public companies can use Sarbanes 
Oxley documentation for this purpose. 
Ensure that business processes are assigned
to a “lead” person as suggested in step one. 
Processes with a high risk factor and 
significant financial impact should be 
prioritized. 

11.
Communicate: 
Make sure everyone in your company is familiar 
with the BCP. Hold mandatory training classes for 
all employees. Ensure that employees are familiar 
with video communication solutions and can use 
these solutions to communicate on a daily basis. 

13.
Plan to change 
the plan: 
No matter how good your plan is, 
and no matter how smoothly your 
test runs, there will be opportunities 
for improvement. 

15.
Consider next steps: 
Consider the next steps for recovery 
and identify what needs to happen 
to bring the organization, region, 
country, or division back online.
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A Business Continuity Plan 
(BCP) is used by 
organizations of all sizes to 
detail how business will 
continue if a disaster or 
emergency occurs. 

The BCP documents all business operational 
functions by department, company, employee, 
supplier information, inventory, emergency 
procedures, and post-disaster plans. The plan 
should focus on the people, processes and solutions 
that will keep your company running during a time 
of crisis. The business continuity planning process 
should encompass the steps that are needed if a 
disruption in business occurs.

In collaboration with Chris Doxey, CAPP, CCSA, 
CICA, CPC, we have put together the following 
steps to provide a roadmap to consider when 
developing a plan for your company:

1. Document key internal 
employees and backups:  
These are key employees that are integral to the 
function of your business processes.  A controller 
should identify the key employees by each business 
process. It’s important to consider back-ups.
 Consider which job functions are 
 critically necessary on a daily basis. 
 Make a list of all those individuals with all 
 contact information including business phone, 
 home phone, cell phone, business email, personal 
 email, and any other possible way of contacting 
 them in an emergency situation, where normal 
 communications might be impacted. 
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