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Continuity Plan Evaluation Checklist

Instructions: This checklist can be used in conjunction with the New York State Office of Emergency Management
Continuity of Operations Resource Guide and Continuity of Operations Planning Guide and Outline or as a resource to

evaluate the content of your current COOP. Consider this checklist a final step in the creation of your COOP. After
this checklist is complete your plan will be ready for testing and exercising. Review the plan elements on the left and
indicate whether they are addressed; if they are not addressed, then note in “Reviewer’s Note” the explanation
and/or the course of action for rectifying the planning gap.

Agency/Organization Name: Plan Date:

Review Date: Reviewer:

Element Reference Key (numbers in parentheses):

1) EMAP/NFPA 1600 2) FEMA/HSPD-20 3) Generally Accepted Standard/Private Sector
Yes - Element is No - Element is not Reviewer’s Notes

Basic Plan Components addressed in the COOP. | addressed in the COOP. | (If “No” was answered,
(List Section and Page address the gap in the plan for
number(s) where addressed) this section)

Executive Summary (1,2,3)

1. Inside Front Cover

e Promulgation (>3

e Table of Contents &

e Plan Revision
History ("3

2. Executive Policy ("*3)

e Management

Responsibility (>3
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Element Reference Key (numbers in parentheses):

1) EMAP/NFPA 1600

2) FEMA/HSPD-20

3) Generally Accepted Standard/Private Sector

Section | - General
Considerations & Planning
Guidelines

Yes — Element is

addressed in the COOP.
(List Section and Page
number(s) where addressed)

No - Element is not
addressed in the COOP.

Reviewer’s Notes

(If “No” was answered,
address the gap in the plan for
this section)

1.

Introduction (3)

(1,3)

2. Purpose

3. Scope ¥

4. Situation (¥

5. Assumptions (13)

6. Concept of
Operations (13)

7. Authority ("3

8. Plan Maintenance and

Distribution ("3

Section Il - Preparedness

Overview G)

Continuity Plan /
Continuity Program
Management ("3

Continuity Program
Manager (CPM) 23)

Continuity Planning
Team (CPT) )

Crisis Management Team
(cmT) ©
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Element Reference Key (numbers in parentheses):

1) EMAP/NFPA 1600

2) FEMA/HSPD-20

3) Generally Accepted Standard/Private Sector

Section Il - Preparedness (cont.)

Yes — Element is

addressed in the COOP.
(List Section and Page
number(s) where addressed)

No - Element is not
addressed in the COOP.

Reviewer’s Notes

(If “No” was answered,
address the gap in the plan for
this section)

3. Occupant Emergency
Plans (OEP) ®

4. FaC”Ity Overview (1,2,3)

5. Alternate Facility (>3

6. Mission Essential
Functions (MEFs) (>3
(should be in order of
priority)

7. Business Process
Analysis (BPA)
(complete or
combination of the
following) (2:3)

e Assessment of each
MEF’s dependencies &
interdependencies ("*3)

e |dentification of Mission

Critical Systems and Files
(1,23)

e I|dentification of Vital
Records and Data ("*3

8. Resource Requirements
and Outstanding

Logistical Support

9. Risk Assessment and
Mitigation

¢ Identify Hazards /
Risks "
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Element Reference Key (numbers in parentheses):

1) EMAP/NFPA 1600

2) FEMA/HSPD-20

3) Generally Accepted Standard/Private Sector

Section Il - Preparedness (cont.)

Yes — Element is

addressed in the COOP.
(List Section and Page
number(s) where addressed)

No - Element is not
addressed in the COOP.

Reviewer’s Notes

(If “No” was answered,
address the gap in the plan for
this section)

e Primary and Alternate
Facilities ("

e Mitigation

e Safeguarding Critical
Files, Data Records &
Systems ("3

10. Business Impact Analysis
(BIA) (172y3)

11. Lines of Succession,
Devolution and
Delegation of Authority

e Lines of

Succession ("3

e Devolution )

e Delegation of Authority
(poA) @

12. Continuity of

Communications ("3

13. Test, Training and
Exercises ("

e After Action Reports
(AARs) and Corrective
Actions (2

Yes - Element is

No - Element is not

Reviewer’s Notes

Section Ill - Response addressed in the COOP. | addressed in the COOP. | (If “No” was answered,
(List Section and Page address the gap in the plan for
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Element Reference Key (numbers in parentheses):
1) EMAP/NFPA 1600 2) FEMA/HSPD-20

3) Generally Accepted Standard/Private Sector

number(s) where addressed)

this section)

1. Alert, Notification and
Plan Activation

e Alert & Notification ™

e Plan Activation @

2. Critical Recovery Tasks
(in order of priority) @

3. Assignment of

Responsibilities ("*3)

e Leadership ("3

e Essential

Personnel ("3

4. Emergency Response
Organization

e Role of the Crisis
Management Team
(cmT) ©

e Use of Incident
Command System
(ICS) (1:2)

5. Emergency Response
Levels ©®

6. Team Leaders for
Alternate Relocation
Sites (if necessary) ®

7. Facility Relocation
Handout for Employees
to the Alternate Site ®

8. Devolution of
Functions
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Element Reference Key (numbers in parentheses):

1) EMAP/NFPA 1600

2) FEMA/HSPD-20

3) Generally Accepted Standard/Private Sector

Section IV - Recovery [
Demobilization

Yes — Element is

addressed in the COOP.
(List Section and Page
number(s) where addressed)

No - Element is not
addressed in the COOP.

Reviewer’s Notes

(If “No” was answered,
address the gap in the plan for
this section)

1. Recovery and

Reconstitution ("2

2. Agency Facility (12)

e Short Term

e Long Term ®

3. Personnel
(Human Capital

) (1’213)

4. Documentation for
Demobilization 2
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