
 
 
 
 
 
 
 
 
Business Continuity Plan (BCP)
With Instructions
 
 The following pages provide a BCP template followed by step-by-step instructions for completing. You may keep these instructions for reference or delete them once your plan is complete.
 
 
 
 
 

Business Continuity Plan (BCP) Template
This template is designed to help nonprofits create a practical and easy-to-follow Business Continuity Plan. Fill in the sections below with information specific to your organization.
1. Basic Information
Organization Name: _______________________________
Version #: ___________________
Date Created/Updated: ___________________
BCP Owner: ___________________
2. Purpose & Scope
Purpose: Briefly describe why your organization needs this plan (e.g., "To ensure the nonprofit can continue essential services during and after a disruption.").
Scope: Identify what situations this plan covers (e.g., facility inaccessible, internet outage, local/regional emergencies).
3. Key Objectives
· Maintain essential services
· Keep staff safe
· Minimize downtime
· Communicate effectively
4. Assumptions
· Event disrupts normal operations
· Staff may not have access to office or equipment
· Some data or equipment may be permanently lost
· Authorized personnel can still operate remotely

5. Immediate Action Checklist
If an incident occurs:
1. Ensure safety of staff
2. Evacuate if necessary
3. Follow emergency services’ directions
4. Assess:
    - Staff status
    - Work in progress
    - Upcoming deadlines
    - Technology/records status
5. Contact:
    - Employees
    - Vendors
    - Key partners
6. Activate BCP if needed
6. Risk Assessment (Quick List)
	Hazard
	Likelihood
	Impact
	Risk Level

	Example Hazard
	High/Medium/Low
	High/Medium/Low
	High/Medium/Low

	Example Hazard
	High/Medium/Low
	High/Medium/Low
	High/Medium/Low

	Example Hazard
	High/Medium/Low
	High/Medium/Low
	High/Medium/Low

	Example Hazard
	High/Medium/Low
	High/Medium/Low
	High/Medium/Low



7. Critical Business Functions
	Function
	Maximum Downtime
	Responsible Team
	Required Tools/Resources
	Backup Option

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


8. Communication Plan
Internal:
 - Phone call / text / email
 - Microsoft Teams / Slack
External:
 - Notify vendors and partners via email or phone
 - Post public updates via website or social media
9. Resumption Strategies
- Remote work: Staff use laptops & hotspots
- Alternate location: Partner nonprofit space
- Temporary solutions: Backup email account, manual records, cloud storage
10. Contact Lists
Employee Contacts:
 Name | Role | Cell | Email
Vendor Contacts:
 Vendor Name | Service Provided | Contact Info

11. Review & Testing
- Review annually
- Test plan through short “tabletop” scenarios
	Audience
	Method
	Responsible Person
	Notes / Backup Method

	Staff
	Phone/Text/Email
 

	Team Lead
	Use WhatsApp (other examples?)  if email unavailable

	Vendor
	Email/Phone
	Operations Manager
	Call vendor hotline if main contact unavailable

	Public/Clients
	Website/Social Media
	Communications Lead
	Post via partner org if website down

	Board Members
	Email; Conference Call
	Executive Director
	Use personal phone numbers if board distribution list fails

	Volunteers
	Text/Email; Volunteer Portal
	Volunteer Coordinator
	Create phone tree for urgent outreach


 








Instructions for Completing the Business Continuity Plan (BCP) Template
This guide provides step-by-step instructions for filling out the BCP Template. It’s designed to help nonprofit organizations develop a clear and practical plan to maintain operations during and after disruptive events.
1. Basic Information
Enter your organization's name, the version number of the plan (start with 1.0), the date it is created or updated, and the name of the person responsible for maintaining the plan. The 'BCP Owner' should be someone who can coordinate updates and lead activation if needed.
2. Purpose & Scope
Purpose: Clearly state why the BCP exists. For example: 'To ensure that the nonprofit can continue essential services during and after a disruption.'
 Scope: Describe the situations your plan will address. Examples include natural disasters, power outages, cyberattacks, or any situation that could disrupt operations.
3. Key Objectives
List your main goals for continuity. Examples:
 - Maintain essential services
 - Keep staff safe
 - Minimize downtime
 - Communicate effectively with staff, clients, and stakeholders
4. Assumptions
Identify key assumptions for your plan. For example:
 - Operations will be disrupted
 - Staff may not be able to access the office
 - Some data/equipment could be permanently lost
 - Authorized staff can still work remotely
5. Immediate Action Checklist
This checklist outlines the steps to take immediately after an incident occurs. Review it with your staff so everyone knows what to do.
 Examples:
 1. Ensure safety of staff
 2. Evacuate if necessary
 3. Follow emergency service instructions
 4. Assess staff status, ongoing work, upcoming deadlines, and technology status
 5. Contact key employees, vendors, and partners
 6. Activate the BCP if needed
6. Risk Assessment
This section helps you identify the most significant threats to your operations. A simple but honest risk assessment can guide your priorities and preparedness actions.
 
Steps to complete:
 1. List potential hazards – Consider both natural (storms, floods), technical (IT failures, cyberattacks), and human-caused (theft, vandalism, illness outbreaks) events.
 2. Estimate likelihood – Decide if the risk is High (probable within the next year), Medium (possible but not frequent), or Low (unlikely, rare events).
 3. Assess impact – If it happens, how badly will it affect your ability to operate? High (severe disruption), Medium (moderate slowdown), Low (minor inconvenience).
 4. Assign a risk level – Combine likelihood and impact to get High, Medium, or Low.
 5. Focus your efforts – High likelihood and high impact risks should be addressed first.
 
Example:
 

	Hazard
	Likelihood
	Impact
	Risk Level

	Internet Outage
	Medium
	High
	Low

	Sever Weather
	Medium
	Medium
	Medium

	Cyber Attack
	High
	High
	High

	Power Outage
	Low
	High
	Low


7. Critical Business Functions
This section identifies the most important services or activities that must continue or be quickly restored to keep your organization running.
 
Steps to complete:
 1. List each critical function – Examples: payroll processing, donor communication, client service delivery.
 2. Determine maximum downtime – The longest the function can be unavailable before serious consequences occur (e.g., 1 day, 3 days, 1 week).
 3. Assign a responsible team or person – Who will ensure this function is restored and operational?
 4. List required tools/resources – Include technology, software, documents, equipment, or facilities needed.
 5. Identify backup options – Alternative methods or locations to perform the function if normal resources are unavailable (e.g., manual records, cloud backups, partner organization space).
 
Example:
	Function
	Maximum Downtime
	Responsible Team
	Required Tools/Resources
	Backup Option

	Donor Mangement
	1 day 
	Development 
	CRM system, donor list 
	 Backup Excel file in cloud

	 Payroll
	2days 
	 Finance
	Payroll software, staff info 
	Manual spreadsheet and bank transfer 

	Volunteer Coordination
	 3 days
	 Programs
	Volunteer database 
	Email and phone outreach



8. Communication Plan
Describe how you will communicate during a disruption.
 Internal: List methods such as phone, text, email, Microsoft Teams, or Slack.
 External: Explain how you will contact vendors, partners, and the public. Include tools such as social media, website updates, or press releases.
9. Resumption Strategies
Explain how you will resume operations in priority order. Include strategies for:
 - Working remotely
 - Relocating to a partner space
 - Using backup tools or manual processes
10. Contact Lists
Maintain up-to-date lists of employees and vendors with names, roles, phone numbers, and emails. Ensure these lists are accessible even if your office is closed or systems are down.
11. Review & Testing
Your BCP should be reviewed at least annually, or whenever significant changes occur (e.g., new systems, staffing changes, or updated risks). Testing ensures the plan works in practice, not just on paper.
 
How to Review:
 - Check each section for accuracy (contact lists, systems, procedures).
 - Update risk assessments and critical functions if priorities have shifted.
 - Verify all communication methods are still valid and operational.
 
How to Test:
 - **Tabletop exercise:** Walk through a scenario (e.g., internet outage, fire, flood) with key staff. Discuss step-by-step actions, roles, and challenges.
 Communication drill: Use the Communication Plan table from the template to contact all audiences. Confirm everyone receives the message within the expected timeframe.
 Function recovery test: Attempt to restore one or two critical functions using your backup procedures to ensure they work as planned.
 
Document the results of these reviews and tests, note any problems, and update the BCP accordingly.
DISCLAIMER: Apparo offers this template as a courtesy to our nonprofit partners to customize for their organizations. We are not lawyers, and we advise you to seek out your own legal advice about whether this template is right for your organization. Apparo makes no warranties about the appropriateness, accuracy, timeliness, or sufficiency of this template. By using this template, you understand and accept the risk and responsibility of seeking out professional advice as to whether the template fits your needs as an organization, and you acknowledge that Apparo will not be liable for any damages that may arise in relation to your use of this template.
