BOLD |.sprenaris

planning

BOLDplanning Continuity of Operations Guide



BOLDplanning COOP

Contents
DOCUMENTE PUIDOSE......eeecirmnrennrsnsnesssssesssmssesssssnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssnsssssasees 6
Additional Help aNd TECHNICAI SUPPOIT ... crrimmecrremiecrssmssssessmassssssssmsnssssssssnssssssssnessssssssessssssanes 7
ACCESSING YOUT PION...oottiiiirriiiriimisiesssssssssssssessssssssssssssssssssssssssssssissssssssssssssssssssssssssssssssssssssssssssssnssssssssssssssnsssss 8
PIAN LOGIN SCIEEN.......ooccriveirisccsctrssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnsssss 8
TO LOG ONEO T PIOFOIMN ... iiiictiiiiccerriaecerisiecessmasnsessssasnessssssssnesssssssssesssssssssessssssssnssssssssssessssssssesssssanss 9
The First Time You Log iNtO YOUT PIAN = NEW USEIS.....rccremmssersmmscssssmssncssesssssesssssssnes 9
Changing Your USErname aNA/OF PASSWOI ..........o.weeeoeesseesssessssessssesssssssssessssessssessssesses 10
Forgetting Your USErNamME OF PASSWOIT ........crmimceremmessmssmssnsssssmssnssssssssssssssmsssssssssssnssees 10
SYSTEMN NOVIGOTION.ceeureeiirrriiiccrerianceresmaseessssssecssssssssessssssssesssssssssessssssssesssssssssesssssassssssssasssessssssssessssssssesssess 1
SYSTEM USOGE HINES ..cceiecririiccreriiccrrsisecesssssnessssssssessssssssnsssssssssssssssssssssssssssssssssssssnsssssssnsesssssssssessssssssnssses 12
“IMNPOIT” BULTONS c..ccieeeeecennnncriencsnsascesssnssssssssssssssssssassssssssessssssesssssssssssssessssssessssssesssssssssssssssssssssasssasssssssneses 12
FIIE ATCRNIVE. ..ottt essssssss s ssssssass s sssass bR SRR R 13
Attaching, Deleting, and Replacing a File in the File ArChive......cceisnnccennnnn. 13
GENEIAl INFOIMIOTION ..ottt sssssssssss st ssssssssss s sssssssasss s ssssssssse s sssssssssss s sssssssssssssssssses 17
OVEBIVIBW.....oovmimrcesssmsasssssssssssssssssssssssssssssssssssssssssssssssss s ssssssssssss s sssssssss s s sssasss s sssssssss s sssssssssssssssssses 17
Editing the General INfOrmMatioN SCreeN..... s sessssssssssssssssssssssssssss 18
LIS | 10PN 22
Assigning Yourself to the PIONNING TEAM ... rcerimiecesesmsesssssmsssssssssssnesssssssnssssssssnsesssess 22
Assigning Other Members to the PIONNING TEAM ... crmcermimecsssmscssssmasssssssasnscees 24
AssigNing Member tO OthEr TEAMS ... creicereiicssssmssssssmssssssssssnessssmssnssssssassssssssasnnesses 25
Create, Eit, OF DIt O NEW TEUMN ...t ssssssssssssasssssssssssssssssssssssssssasssssssssssssssasens 27
Edit a Team Member’'s ReSPONSIDIlILIES ...t ssssssssssssssssssssssssss 28
Delete a Team Member fromM O TEAM......sessissmmssssssssssssssssssssssssssssssssssssssssssssssnss 28
Change the Order in Which Team Members Are LiSted ... 28
SAMPIE REPOIS FOI TRAMIS.....virecereriacerrimiecersssaecssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssncses 29
PHIMIAENY FACIHTIES w.crveeecreericcriniccensmiccesssasseesssssssnessssssnsessssssssessssssssssssssssssssssssssssnessesssssessssssnsessssssssssssssssssnsssses 31
Adding a Primary FACIlity USING SUPPOIT ......cercerrimeceremmanecesssmsnsssssssssnssssssssnsssssmsssesssssssnsesseess 32
Adding a Primary Facility Without USING IMPOIT ........cremcereimecsssmsscsssssasssssssasnnecses 36

Editing or Deleting A PriMArY FOACITY ... crricceeiiecersmiecessssecssssssncsssssssneessssssssesssssssnsesssess 37




BOLDplanning COOP

Adding or Changing A FACIlItY MONAQGET ..........ceririmisssssssssssssssssssssssssssssssssssssssssssssssssssss 38
AREINALE FACIITIES ......ooveeeeercvirimicscrssissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 40
Adding an Alternate FACility USING IMPOI ... creceriimiceemmmssessssssnessssmssnecsssssassesssssssssnseses 40
Adding an Alternate Facility Without USING IMPOI.....ceccrrimccrssmsecsssmasssssssssnecees 45
Sorting How the Alternate FACIlItIES Are LISTEA ... crsccreineceririecessmiesessmassssssssasneeees 46
Sample Report for AIREINALE FACIHITIES ... cerermecererieceremiecesesmsecssesssnsesssssssssssssssssnsssssssssnesses 47
MiSSION=ESSENTIAI FUNCTIONS .......ooomiccieiiimmiccccessssssesssssssssssssssssssssssssssssssssssssssssssnsssssssssssssssasssssssssssss 48
Linking Resources and Facilities to Your Mission-Essential FUNCtions.......c 53
Editing Your BUSINESS IMPACT ANGIYSIS.....crummcrrirmeeremmsesersmmancssesmsnessssssssnsssssssssssssssssnsssssssssnecses 53
AdAAING OF CRONGING TIETS ..cueiiicereiiecrremieceresssnesssssmsscsssssssnsssssssssessssssssssssssssssssssssssssnessssssassessssssasssesses 54
Sample Report for MissioN-ESSENtIAl FUNCHIONS .......ccerimnecerimecessmsesesssasssssssmsnecees 55
OFAEIS Of SUCCESSION ...oouuuiiririmsssesesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 65
Editing Orders of Succession for Your Department HEAd.........ceeemnnecermmsnsecersnnneenns 65
Adding and Editing Orders of Succession for YOUr TEAMS ..........mmnccessssmmsnnnssssssens 68
Sorting How People Are Assigned as the Primary or AIRernates ........oeccernsnnecnns 70
Sample Report fOr Orders Of SUCCESSION.......crceemmecssssssessssmssesssssssnsssssmssssssssssnsesssess 72
DelegAtIONS Of AULNOIILY ..cceeviccreiineceriniceessiiecesssssecsssssssnesssssssseesssssssssssssssassssssssssnsssssssssssssssssasessssssssnnes 75
Adding, Editing, and Deleting O DeIEQATION ........crrircermmmssesssmasessssmssncsssssasssssssssssneeses 75
Editing Delegations Of AULNOIILY ... sssssssssssssssssssssssssssssssssssssssssnnens 78
Sorting How the Delegations Are LISTEd........criiimssssssssssssssssssssssssssssssssssssssssssns 82
Sample Report for Delegations Of AULNOTILY ........iscssssssssssssssssssssssssnns 83
Alert NOtIfICAtION PrOCEAUIES..... . cceceisisicssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 85
Adding and Editing the Alert Notification ProCedures.........cerisismssssseseeens 86
Sample Report for Alert Notification ProCEAUIES.........crciisccsesssssssssssssssssssssss 89
ESSENTIAI RESOUICES ...t scssssssssssssssssssssse s ssssssssss s sssssssssss s sssssssasss s sssssssssssssssssssssssss 90
Adding an Essential ReSOUrce USING IMPOI ... crrirceemmmcerssmssnessssmssncsssssansessssssssnneeses 90
Adding an Essential Resource Without USiNG IMPOTt........crccrmmeceesmeessssmssnecnes 92
Sample Report fOr ESSENTIAI RESOUICES.......cereicersmmsecssesmssesssssmsnesssssssssssssssssssssssssnnssses 96
DFIVE=AWAY [ GO KItS .oocvveevrrsrrsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 98

EQiting the DIIVE=AWAY/[GO KIS ...ooevoevrserrssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 98




BOLDplanning COOP

Adding and Renaming the Drive-AWQAY KitS.........rmmsssssmmmmsssssssssssmssssssssssss 98
Sample RePOrt fOr DIHVE=AWAY KiItS ......crrimmcermmmesessmmmscssssmssesssssmsnsesssssssssssssssssessssssssnneeses 99
COMMUNICATIONS ... rveiemeiccesismsssssessssssssssssssssssssssssssisssssssssssssss s sssssssssse s ssssssssssssssssssssssssssssssssssssssssssnnaas 101
Adding New COMMUNICALIONS RESOUICES. ... cwuuceremmcerimmancssssmasssssssssnessssmssnssssssansessssssasnnssses 101
Adding CommUuNICAtiONS DY IMPOITING ...ccucrremmcrrermcersmisssersmmsessssmssnsssssssnsessssssssnssssssasnssees 105
Sample Report for COMMUNICATIONS .......rwcerimmcrrimmssesesssmansssssmssnssssssssnssssssssssssssssssssssssssnees 106
Security, Access Control, and EVACUALION PrOCEAUIES......eccrmmnecrresmaesssemmsnsssssssasnees 108
Editing the Security and Access Control INfOrmMation......... . 108
Sample Report for Security ACCESS AN CONLIOL....ceerccerrmiecrremsesrsssssncssssmsssssssssssssssens 1
Test, Training, Exercising (TTE) and PlAN MOINtENANCE .....oo.oooeeeeceeeseeeseeeseeesssesssssssssessssessn 13
Adding or Editing TTE/PION MOINTENANCE.....o..oooeeeeveeeesseeeseeessessssessssessssesssssssssessssesssssssssessssees 113
MaiNtAINING O LOG Of All EVENTS ......cuuceveiccririecerimiaecersssanesessssssessssssssessssssssssssssssssssssssssnsssssssssnesses 114
Sample Report for TTE/PIAN MOINENONCE ....co.cvoeeroreeesserssserssssssssssssssesssssssssessssesssssssssessseees 115
CONLACES DALADASE.......oottiirisssi s sssssssssssssss s ssssss s sssssss s ssssasssssss 17
AddiNG CONLACE USING IMIPOTT ......crivcrrirmcrrirmsecessmmscessssssncssessssnsssssssssssssssssnsessssssssesssssassesssssssssnesses 17
Adding Contact WitNOUL USING IMPOIT .......cereiccrericerimmiecesssmsseessssssnsessssmssnessssssssesssssssssnseses 119
Editing OF DIetiNg O CONTACT ....uceveecerericerirmeceressascessssssssssssassssssssssnesssssssnsssssssssssssssssssssssssssnnsses 119
REASSIGNING O CONTACT.......ocereecrrtriecerensiecerssssecssssssseessssssssessssssasssssssssssessssssssssssssssssessssssssssssssssssnees 120
ACAING O VENAOL ...oticeriiiccerriiecessiaseesssssssesssssssssssssssssnsssssssssesssssssssesssssssssssssssassessssssssesssssssssssssssssssnssses 121
Sample Report for the CoNtACtS DALADASE .........cccrriccerrrceriiiecerismsecssessaessssssssessssssasnees 123
HOZOTAS/RISK ASSESSIMENT oo esseseseeeeeesseessssssssssseesesesssesssssssssssssseesesssssssssssssssssssesssssssssssssssssssesee 125
Editing Hazards/Risk ASS€SSMENt USING IMPOIt .....oo.vooeeesrersressresssessssessssssssssssssessssssssens 125
Editing Hazards/Risk Assessment Without USING IMPOTt ......co.ecoeeroeersrerssesssessssessisens 127
Reordering the List Of HOZAIAS/RISKS .....ooueeeoeeeoeeesressseesssessssessssesssssssssesssssssssssssssssssesssssssssens 132
Sample Report for HAzards/RiSK ASSESSMENL.......co.ccoeeesrersresssesssessssessssssssssssssesssssssssens 133
REFEIENCES | AULNOIILIES oo esessoeeeseessesssssssessssssessesseesssssssssssssessssessssssssssssssesssessesssssssssssssssenees 135
VIBW PlON.cc.c ittt cecitimssessssessssssssesssssssssssssssssssssssssssssss s sssssssssss s sssssss s sssssss s s s s sssssssssssssssssns 135
Viewing Or PrNtING PION REPOITS. ... crrirmiceeemmmserssmasncssssmssnessssssnssssssssssnssssssssnsssssssssessssssssnssess 136
STATUS REPIOITING covuurrrriecerriincersmasnncsrissassssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssssssesssssssnssssssssssnses 137

Checking the STAtUS Of YOUF PION..... . ricerenicreesieesesssmasssssssassssssssssnssssssssssssssssssssssssasnsssess 137




BOLDplanning COOP

RUNNING AN AUGIT LOG REPIOIT ..covuuirrrvricerenmcersminecersmmsecssssssnsssssssasssssssssssssssssssnsssssssnsesssssssnsssssssssnees 137
RUNNING USEr ACCESS DY USEI REPOIT .....ceeeeceriimecerinisessssssanesssssmssssssssssnssssssssnsesssssssssssssssssnees 139
RUNNING USer ACCESS DY PION REPOI.....orrurmceremmceresmsesessmmaseessssmssesssssssnssssssssssssssssssnsssssssssnesses 141
INtErdepPeNAENCY REPOITS ... cecreiecericrssscsssssesssssesssssssssssssssssssssssssssssssssssssssesssssnssssssssssssssseses 142
DECONFIICTION REPOIT.....ocerereceriricrrisiaeeeressssessssssssnessssssssssssssssssssssssassesssssssssssssssssssesssssssssssssssssnsessssssssnses 146
ROII U REPIOIES .ccceeetrriescernsncrsnsnesssmssssssssesssssssssssssssssssssssssessssssesssssssssssssssssssssssssnesssssssssssnssssssssssssseses 149
EMNQIT NOTITICOTION coovveeiritimictississsscsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 154

SENAING AN EMIGIT ccariririicirriiccerriicerisiasecesessssesssssssssessssssssnessssssssssssssssssssssssssnsssssssssnsssssssssesssssssnsessssssssnees 154




BOLDplanning COOP

Document Purpose

BOLDplanning offers this planner a user guide to show how to create, update, and
report on your continuity plan. It shows how to enter, edit, and review data about:

e Your locations (primary and alternate facilities)

e Your people (contacts database)

e Your organized human resources (teams)

e Your information (essential resources)

e Your activities (essential functions)

e Your responsibilities (orders of succession and delegations of authority)

This guide leads you through the simplest process for completing your plan. The
system is designed so that when you enter information once, it will populate in many
sections throughout the plan automatically.

When you begin entering information, concentrate on primary facilities and contacts
first. Since this information will be needed in multiple locations throughout the plan,
entering this information first will help increase your efficiency and minimize
duplicating data entry and repeating various steps.

This is only an introduction to plan development; something to get you started. This
document can also be used as a post-training refresher and to remind you how to
perform key tasks.

Note: Avoid using unusual special characters, as they will not be recognized by the
system. We recommend you only use! = _.* ()
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Additional Help and Technical Support

For detailed information about your continuity plan, use the system’s “Helper Tips (?)"
buttons. These are question marks in round buttons found on most of the screens.
Run your cursor over the question mark button, and a pop-up message will provide
additional information. Move your cursor off the button and the message disappears.
Also, the staff at BOLDplanning is here to assist you with all aspects of your plan
development. At any time, email or call for immediate technical support and
customer services.

e Help@BOLDplanning.com
« (615) 469-5558
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Accessing Your Plan

Your Continuity Plan Website

Your organization’s branded web address will use the BOLDplanning.com platform
address. For example, state.boldplanning.com or county.boldplanning.com

All platform URLs are unique and will be based on your organization’s name. The name
of your organization’s continuity plan website is:

Plan Login Screen

BOLDPLANNING.COM PLANNING PLATFORM

The centerpiece of your organization’s continuity operations planning strategy is the
BOLDplanning.com platform. This platform can be accessed through any internet
browser and uses the latest internet security protocols to safeguard all your
organization’s data. You can access your plan through the internet. Your
organization’s branded web address will use the BOLDplanning.com platform
address (e.g., state.boldplanning.com or county.boldplanning.com).

Each department will have a primary continuity planner/planning team chief who
will act as the primary point of contact for the entire process. Password access will
be granted to the planning team chief, who can then grant platform access to other
planning team members. In larger organizations with complex departments or
remote locations, it may become necessary for each individual business unit to
designate a separate planning team chief, request additional platform access, and
develop their own unique plan for their operations. A user manager guide will also be
provided to plan administrators. This is a tool that gives plan administrators the
responsibility to maintain and update a catalog of user accounts. The user manager
tool is what you will use to create new accounts, edit existing accounts, remove old
accounts, and assign users to plans as viewers, users, or administrators.
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E B OLD Welcome to the BOLDplanning.com System!

The Promiere Web-based Planning Solution

Figure: Login Page
To Log onto the Platform
1. Go to your unique website and find the login window in the top left corner.
2. Username: enter the username provided by your project manager.

3. Password: enter the provided password. This is CASE SENSITIVE.
4. Click the login button to begin plan development.

First time users must enter some basic data for security purposes. The platform will
prompt you to manage your contact information, customize your username and
password, and answer two security questions that will be used to verify your identity
should you lose or forget your access information in the future.

The First Time You Log into Your Plan — New Users
The first time you log into your plan, you will have to complete the new user screen.
Enter your name and email and answer the two security questions that enable the
“Forgot your Password” functionality. On this screen, at the bottom, you are also
given the opportunity to change your username and password.

1. Check the box to customize your username and password.

2. Enter your new username — there are no requirements or restrictions for the
format of the username.

3. Enter your new password — passwords must be strong with 8 characters or
more and must contain at least one upper and one lower case letter, at least
one number, and at least one special character. Weak passwords will not be
accepted by the continuity planning system. Your password must be STRONG
(green) to be accepted.
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Changing Your Username and/or Password

If at any time you wish to change your username or password, click on “My Account”
in the upper right-hand corner of any of the screens. Then click on the option to
change your username or password.

Forgetting Your Username or Password
Neither BOLDplanning nor your department plan administrator maintains username
and password lists. If you should happen to forget your username and/or password,
you may request that the system send you an automated email reminder with that
information.
1. Click the “Forgot Username/Password?” link located in the top left corner of the
login screen.

2. Select your issue in the pop-up box (password, username, both username and
password, trouble logging in with existing username and password, or
requesting a username and password) and click “Submit.”

3. Your username and password will be emailed to you. The BOLD helpdesk is
also available at:

e Help@BOLDplanning.com
e 615-469-5558




BOLDplanning COOP

System Navigation

The Plan Main Menu and Task Bar

The main menu is your home base for all your plan activities. You can get to the
main menu from every screen by using the navigation bar at the top of the screen.
And from the main menu, you can access all other sections of your plan.

A Important: When you are using the continuity planning website, do NOT use your
web browser’s back arrow to return to a previous screen. If you do so, your work will
NOT be saved and may result in the screen locking up.

Use the navigation bar across the top to return to the main menu or “people,”
“places,” or “things” to navigate to other sections of the plan.

EBOLD

planning

Pease | |

in Meny | thans » |
Main Menu @
Plan lﬂ:nvr"N‘rr
) s funcin ) ;

Actions

Eustaiiocie

ot T | | oo S | Dtk Y
R —

Places

[T RS- |

COOP- Main Menu; “People,” “Places,” or “Things”
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System Usage Hints

Save Your Work

At the bottom of many of the input screens, there is a “Save” button. Make sure to
click on this button before leaving the screen, or the data you have entered will not
be saved. Scroll all the way down to see if there is a “Save” button on your data entry
screen.

“Import” Buttons

Many of the required tasks use the data in facilities, contacts and other databases,
and this data may already be available. Some of the tasks allow you to import data
from a pre-populated database, referred to as the “Common Data Area” for your
organization. Always check and use this import functionality first before entering any
data directly into your plan. It may save you a lot of time in data entry.

- Emergency Management

on - Diracts
ekl oaucty Information Technology

GIs

Ry, SUChasl - ASSEant Program Manage

Import Contacts: “Contacts” tab from BOLDplanning COOP demo
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File Archive

Overview
The purpose of file archive is to provide a way to easily attach any electronic
documents you may already have to your plan. Any document attached here will be
backed up and protected off-site just like the rest of your plan.
Some examples of files you should consider adding include:
e Employee emergency contact information
Spreadsheets of critical vendors/contacts
Legal documents
Maps of facilities
Standard operating procedures

Note that any documents attached here cannot be changed. If you have new
versions of your documents, you must again attach the newest version to your plan
as described here. It is your choice as to whether you wish to delete the older
versions or keep them as an historical record.

There is no report for the file archive section of the plan. Note that the file archive
items do not print in the reports. However, there is a bookmark noting that a related
file exists, and it can be reviewed and printed separately.

Attaching, Deleting, and Replacing a File in the File Archive
1. Click on the “Plan” tab and select ‘File Archive.

H Welcome, Kayla McMahan.
Bo D Main Menu Your usarnama is Kayla.
I ¥
Jafurson Courty Comeniwionar's Offic - COCP - (36) . ‘: v

i nages
planning 1-04919be4r61e 19132 Help

Welcome to BOLDpianning.c r on-tae source for developing and mamtaining your

om, yous
H i i ' ii ‘ l Cantinuity of Cperations Plan (COOP),

BOLDplanning com was designed to create » standardized on-line planning emvironment,
that not only produces a hard copy COOP document, but also a “living plan’.

Act!ons Using the buttons to the 1aft, you can navigate through 8ach section of your COOP plan

VT L | For security purposes, please be sure to log-off when firsned win your session

For comments of Questions, please CONtact us at HelpWAOLDovnAing.com
Peaople

—ERES )
‘ Places ‘

Triings - 1 . : ‘
lTELR e | | et (punorves )

File Archive
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2. Click the “Upload File” button near the top of the File Archive screen, or if you
wish to create a new folder, click the “Add New Folder” button and type in the
name of the file then click “Save.”

gl *MasterSystem* - (COOP) - (-1) Tour sccess lever 1t wev

t My Account - User Manager
planning Instance: 1-07d702e49159622d¢

File Archive -
Do * A
“1_jAlert Notification Procedures  Edit

| _yCommand and Control (CAC)  £dit

| _iCommunications  Edit

| _jContacts  Edn

__§Delegations of Authority  Ecit
" 1_iDepartments (EOP)  Edit

| 4Devolution  Ede

| _iDrive-Away Xits ot

— =
Description \ Uploaded By Upload Date

©_jEssential Functions (£CP)  Far
| iFacilities (SEC)  Eait
| _iFacilities / Sites (EOP) it
| jFacility Evacuation  Edit
| _yPamily Disaster Plan  £ot
| _yGeneral Documents (SEC) ot
| _iGeneral Documents / Other (EOP)  £dt
| _4General Documents/Other  tat
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| _iHaxards / Risk Assessment (EOP)  Eait
| _iIncident Command System (EOP)  Edit
| _§Jurisdiction Profile (EOP)  £at

N i N nicy e e
Uploading a file — File Archive

3. If you have chosen to upload a file, choose the category. Use the drop-down
“Select Folder” menu (see green arrow) to choose what folder you would like to
upload into (contacts, facilities, teams, orders of succession, etc.).

Upload Flles

Step 1: Choose a category

Category:
Step 2: Enter Dascription(s) and Selact tha File(s)

Description:
Upload: Choose File | o file chosen
Description:
Upload: [ Chooss Fite | No file chasen
Description:
Uplond: Chocss Fiie | ta file chosen
Descrption:
Upload: [ Chocss Fil | N file cnosen

Step 3: Click "Upload™

— ) S )
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Uploading a file — File Archive

4. Enter a description of the file (see orange arrow) and then browse for the file
(see red arrow). This works like a standard Windows browse function. You can
attach more than one file at a time if they are all going into the same category
(folder).

5. Click on the “Upload File” button. (Note: this process may take a few seconds.)

Upload Files

Step 1: Choose a category
Category: TTE / Plan Maintenance v

Step 2: Enter Description(s) and Selact the Fila(s)

Deseription:
Upioad: 2021-05-13 .0k of Upload

Description:

Upkood: [ Ghoooe Fiie | No fie chasen

Descripion:

Uptond: [ ChoosgfFie | Ne file chasen
Description:
Upkoad: | Cffoss Fiie | No file chosen

Step 3: Click “Upload”

RO N ... -~ |

Uploading a file — File Archive

6. Check to see that the correct file(s) have been uploaded and that they are
correctly categorized.
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[£]BOLD

anning

Info

e

File Archive

All Documents v udiiliowrote g
e

&) smitn

5 smin

!J Smith

&) smim

&) smin
_dMHazards / Risk Assessment (EOP)  Edit
_ilIncident Command System (EOP)  Edit
_Jurisdiction Profile (£OP)  ton
_jMission Essential Functions  Edrt
_yMutual Aids / MOU (EOP)  Edit
_yOrders of Succession  Edit
_iPandemic Items  Edit
_iPolicies / Procedures (ECP)  Edit
_JReferences / Authorities (EOP)  Edit
_dSecurity and Access  Ldn
_ySuccessions / Authorities (EOP)  £dit
_dTeams Edit
ZyTest, Training, and Exercise  E0it
_JTTE / Plan Maintenance (EOP)  Lde

| ) 2021-05-13 BOLDplanning Exampie of Uplosd.docx |

=
_3Plan Reports Archive
_iSystem Wide Reports Archive
_yHeip Files  Edit
B
]
i Continuity Help Files  Eot
) 20200
‘J 20200
)
= C'n‘minuilv Webinar Trainings  Edit

10 Quick Shest - Pancemic Panning,pdf
13 Quick Sheet - Inkine Images.paf

2019-10-22 BOLDplanning Cheat Sheet - User Manager,pdl

2019-12-16 BOWDplanning Cheat Shoot - Adding a Hyperlink, pef

BOLDpianning Contincity Flan Maintesance Cyclo.docx

File Archive
*MasterSystem* - (COOP) - (-1)

208.100.0.117
208.100.0.117
208.100.0.117
208.100. 7 Scanner Demo
208.100.0.117

Scanner Demo
Scanner Demo

Scanner Demo

Scanner Damo

Site Administrator

Quick Sheet: Adding/Editing/Deleting Users
Adding » Myperiink ta & File In File Archive

Site Administratcr
Site Administrator
Quick Sheet - Pandemic Planning Site Administrator
Quick Sheet - Infine Images Site Administrator
Plan Maintenance Cyde Guide Site Administrator
Addina an. Aap ican far ahone/tablet Site Administrator

Ul rights researved

Welcome, Kayla McMahan.

Your username is Kayla.

Your access level is dev

My Account - Usar Managee

Instance: -07d7b2ed 91596 20dd

L

04/08/2021 x5
04/08/2021 x"
04/08/2021 x5
04/08/2021 x5
04708/2021 xN
05/14/2021 XN
04/28/2021 x
04/21/2021 X
03/12/2020 x
07/15/2020 x
03/06/2020 x
12/022045

Torms of U

Uploading the correct file — File Archive

7. If you wish to delete afile, click on the red X to the right of the file.

8. Replacing a file can be done by using the green arrow. It can also be done by
deleting and then reuploading.
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General Information

Overview
General Information
Provides background and specific information pertinent to your organization and
your plan. It has a single screen of drop-down boxes and free-form data entry forms.
Some of the drop-down boxes are pre-filled for you, and you will not be able to
change them.
The “General Information” section uses two terms which have specialized meanings
within the context of the plan. These are:

e Supersession: A statement identifying whether this is your company’s first

continuity plan or if it is replacing a previous continuity plan.

G
General Info @

Mission Statement

Supersession

1< this plas active? Yes @ ¥o

Is this plas locked (read-only)? ves O wo @

Is reporting disatied? ves O Ho @

Has this plas boen formally approved? ves B wo

Action Date mmiddyyyy

Expiration Date mmidd/yevy

Wihat Orgenization is responsible
for activating computers/systems 2t alternate facilities?

Wihat s for

Advaciabit £ 5064 _ 3031 WO el smtina e All it

Figure: General Info — Supersession
o Devolution: The transfer or delegation of responsibility for your organization’s

functions in the event of a disruption of operations.
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General Info Vi

Mission Statement

Supersession

Is this plas active? yes ® Ko
15 this plas locked (read-only}? vas O o @

Is reporting disabied? vas O Ho @

Has this plas boon formally approved? ves ® wo

Action Date mmidd!yeyy

Expiration Date mmidd/yrvy

Wihat Orgenization is responsible
for activating computers/systems at alternate facilities>

is for

Wihat

Figuree Info- Devtion
Please refer to the “Help” button on the “General Information” screen for additional
information about supersession and devolution. You may also wish to discuss
devolution issues with your organization’s management team.

There is no specific report for the information captured on this screen. This
information is used throughout the various plan report sections.

Editing the General Information Screen
State: Choose your state from the drop-down box.

war 9,

B U
Mission Statement
~ B u 3
Supersession
15 this plam active? yes ® 1o
13 this plan locked {reod-ontr)?
1s roposting disablod? ves O o @

Has this olan Bows formally apsroved?

Copyrizht © 2004 - 2021, BOLDGntng. Inc.. A4 rights. ¢

Figure: Choose your State
Name of Organization: Your organization’s plan name is listed here; this name can
be edited if necessary.
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General Info @
Plan Type: v
Master Plan: vv| @
Stat v
Abbreviate Name of Organization? Yes o ®
Bl U
Mission Statement
-~ B u 3

Supersession

15 this plam active? ves ® 1o
13 this plan locked {reod-ontr)?
15 reporting disablod? ves O o @

Has this plan Bows farmally apsroved ?

Figure: Type the Name of Your Organization
Abbreviate Name of Organization: Select “yes” if you wish to have a shorter

designation for your organization utilized for the continuity planning reports. If you

check yes, y

Main Men

ou will be provided with a field in which to enter the abbreviated name.

Geneal Info mtacts | Manage Yisur Flam > | File Zechooe | Brpoets | nesiges

Tt Logow
General Info @
Pan Type:

Macter Plan:

State:

Name of Organizetion

Abbreviate Nome of Organizetion?

Organization Abbreviation: [ Example: (Smthvile PO or SFD ]

L AT

Mission Statement

Supersassion

15 this plam active? ves ® 1o
13 this plan locked (reod-ontr)?
1z regorting dinabled?

n bocs formally approved? ves @ no

iy

Coevrisht & 2004 - 2071 A0L Daianrins. Inc. 41 ristés thasevad

Figure: Abbreviating the Ne of Your Organization
Department Head: Click on the drop-down to the right of department head. Then
select the appropriate name from the contacts database. This name will now appear
as the department head.
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General Info Ve
Plan Type: cooe -
Mastor plan: BEHO Futon County = @
State: Seect -
Name of Organization DEMO Emergency Management
Abbreviate Nama of Orgasization? Yes e ®
E— —— =)
Primary Coatinuity Planmer nassigned Perss -

¥ BIYA Ew a
Mission Statement
Bl YUAh Es L)
Superinssion
15 this plan active? vas B g

Figure: Aning a pt Head
Primary Continuity Planner: Click on the primary continuity planner drop-down.
Then select the appropriate name from the contacts database. This name will now

appear as the planner. This is the individual primarily responsible for developing the

plan and maintaining the planning process.
tain Meny Comacts I Mansge Your Flam »
General Info Ve
i ——
Primary Continuity Planmer I Unassigned Merss - l

¥81Y - =
Mission Statement
8By - E)
Superinssion
Ts this plen active? ves ® ne

(1 (el ez racocand

Figure: Assign ‘ rimary tinuity Planner
Mission Statement: Use the free-form data entry box to write in your organization’s
mission statement or description. You can also do a copy-paste from another
document containing your mission statement.
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General Info %o

Plam Type: cooe -

Mastor Dlan: T o @

State: Seect -

Name of Organization DEMO Emergency Management

Abbreviate Nama of Orgasization? Yes Ne @

Oepartment U reod nassipned Pers

Primary Coatinuity Planmer
W B Y A E e a
Bl YHh Es L)

Suparsaesion

15 this plan active? ves ® e

(1 el 22 racocand

Fig: ision Staent
Supersession: Use the free—form data entry box to write in your organization’s

statement of supersession. If this is your first plan, you may state that this is your first
plan, not superseding any other plan.

Contacts Your Flan
General Info V]

Plan Type: o =

Hastar Plan - @

State: Seect v

Mame of Organization DENG Emargency Hanagement

Abbreviate Nama of Organization? Yes nNe @

Depoartment L Heod

Primsary Coatinuity Planmer

»¥81Y 29 T2 =
Mission Statement
L ' - a
15 this plon active? vos ®  ng

sasinn 2 racocand

Figure: rsession
Has this plan been formally approved? Leave as “No” until your management has
approved your Plan.

What organization is responsible for activating computers/systems at alternate
facilities? This is generally either your internal IT group or the IT group responsible for
your entire organization.

Click “Save.”
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Teams

Overview

There are teams that you will need to identify for your plan. The system comes
standard with the following two teams that you can use or delete, as necessary. They
are the planning team and the continuity team. You, as a planner, are always a
member of the planning team, which develops the initial plan.
The planning team is responsible for all pre-event planning, plan development and
maintenance, training, and exercising. The continuity team, or emergency relocation
group, is responsible for acting after an event following the plan.

¢ Minimum standards for teams: Planning and continuity teams are required.

All team members also have significant additional responsibilities. Refer to the “Help”
button on the Teams screen of your plan for additional information on these
responsibilities.

You should assign at least two, and ideally three or more, members to each of your
teams. You will need to make sure that the members of the team cover all the
responsibilities listed for each team.

You also have the option of creating new teams, for any purpose you wish, and give
the new team(s) any name you wish to call them.

Remember, any new team member must already be listed in the contacts database
before you can proceed to build your teams. This is the process for building team:

Assigning Yourself to the Planning Team
1. Click on the “Teams” button from the Main Menu.

EBOL_D s

nnnnnn

Prace - | Paces » | Things » | Vo s | Admrstaven

Things

[ T W D0 S W O R L S—
) ]

Figure: Main Menu — Teams
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2. Click on the “Assign New Member” button near the middle of the screen.

‘our accass level 18 dev

e B Public Health Department - Director's Office, Administration and Finance - (COOP) - (153) My Account - u:., Manager
planning Instance: +-07d7b2ed915962edd
Manage Your Plan » Foe Archive % 5 Massages
V]

Teams

Executive Team @

Name / Title / Contact fixecutive Team Role

Justin Bunch (Praject mmg:r) Wil identify all team members and schedule all plaaning eforts. Manage the colecton of data for the Bksiness Continulty Pan (8CP) / Contrulty of

Agministrator Business Plan (COH

W 615-142-1208

H: B65-776-9722 (Executive) Provide a lettor of executive management support for the planning effort. Atiocate departmental resources for training, plan deveiopment, and exercising. (Master Lovel Data)
C: 615-120-4051 Approve the final Susiness Continuity Plan / Continuty of Busness plan.

Mike@work. com

Hike Pope (Faclities] Serves as the primary DOINL o Comtact for & Tacility 1ssues INJuding Secunily, MaIenance, Gamages, and relocaton et Will iGentiy &l buiding 8nd

Resoarch Assstant faciitios ta be cavered by the Business Continuity Plan. Provide information about Security, access, and ssist 3 with alternate

Billing faciities options and priorities

W 615-741-1478 (Master Level Data)
H: 615-963-6321 (IT) Sarves as the peimary peint of contact foe all T issues including Systam availabiiity, disaster recovary, telephones, and communications. Wil identify a4 vital records

C: 615-963-1236 and systems and provide cetals regarding back-ups, reduncancy, and Disaster Recovery (OR) planning. Review all departmental 1Y requirements for essentisl functicns.

mike@work com Provide on-site support for IT related issues during disruptions or

|

"] Pandemic Team @

Name / Title / Contact Pandemic Team Role
Sue Burns ESTABAh CONLACE With JOCA DUBIIC NI OMCAR Tor COONINALION WIth 10CAI PANGENIC FaNMg STIGrs. ENsure that The GrgaNiZabon 1§ aware of and possibly INVoIved N

Manager current local preparedness and plaming efforts. Ensure that the organization Is kept nformed of current local conditions and response efforts concerning 3 pandemic event.

Risk Managemant Davelop mutual aid programs with raighboring arganizations at the oy, county, state, and/or private secter level,

W: 615-451-2163 (Master Level Data)

H: 515-632-6413

C: 615-345-1023

suegwork com

Jan Baker Ensure that the 0rganzation's adership & aware of any existing laws, ordinances, and/ar authorltios of heatth oMicias.

Captain

Fire Departm

Wi 635-396~ P51 )
H; 615-698-5681 (Master Level Data)
C: 615-695-3697

A 564-651-5542

Janpwerk.com

= Continuity Team @ m
="
L

Name / Title / Contact Continuity Team Role
Serves as the Conteity Team Chiel and is responsible for Gecicing  and when 1o ralocate cperabions to an altemate facaty.

Jaft Hooper Servas as tha prmary point of contact for Faclity Manacement; duties could Inciude asSistance In salecting alterate BCHDRS and cocrdNAting ralocation effarts of
wner furniture, office equipment, and [T related requirements.

Vi1 615-999-4837

C; 423-658-3221

Figure: Assign New Member
3. Use the Team drop-down box to find the planning team and click on it.

4. Select and click on your name in the Member drop-down box.

Assign New Membe:

Team: -seloct- ¥ Member: assigred Person
Unassigned Person
Facilities & Infrastructure Departmant

* Hendarsan, Barbie - Administrative Secretary:
Scheduling
* Wilams, ¥., Doug » Executive Director
Electrical Engineering Office
* Goydas, Enan - Senlor Enginesr--Electricy
Enargy & Power Management
* Ryman, Jeff - Asst. Director for Arernative
Enargy
Grounds & Landscaping

Please

Figure: Member
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5. Read the responsibilities for planning team and check the box(es) that apply
to your responsibilities on the planning team. (As you do this, you will notice
that green check marks appear. These check marks will help you keep track of
which responsibilities have been covered.)

6. Use the free-form data input box to write any additional responsibilities you
will handle.

7. Click “Save.”

Check to see that your name is listed as a member of the planning team, and that
the correct responsibilities are listed for you.

)

Team: Planning Team ¥ Member: Ester, Sandra - Manager -

Responsible for developing the draft version of the plan and participating in the on-going maintenance of the plan over time.
for officially and formally app ng the Nnalized plan on an annual basis,

[Serves as the Planning Team Chief and is the primary point of contact for the development and overall maintenance of the continuity plan. Duties include identifying and managing Planning Team members, V]
ischeduling/conducting Planning Team meetings on a regular basis (recommended every 6 menths), and scheduling/conducting trainings and exerdses on an annual basis.

Please Enter This Members Responsibility / Role
M B I U & v - = & ! - R BRE0EP & Source @&

Serves as the Planning Team Chief and is the primary point of contact for the development and overall maintenance of the continuity plan. Duties include identifying and managing Planning Team members

scheduling/conducting Planning Team meetings on a regular basis (recommended every 8 months), and scheduling/conducting trainings and exercises on an annual basis.

Figure: Assigning New Team Member

Assighing Other Members to the Planning Team
1. Click on the “Teams” button from the Main Menu.

Click on the “Assign New Member” button near the middle of the screen.
Use the Team drop-down box to find the planning team and click on it.

Select and click on the appropriate name in the Members drop-down box.

o &~ wbd

Read the responsibilities for planning team and check the box(es) that apply
to this person’s responsibilities on the planning team. (You will notice that
green check marks already appear by the responsibilities you are handling.)

6. Use the free-form data input box to write any additional responsibilities this
person will handle.




BOLDplanning COOP

7. Click “Save.”

8. Check to see that the contactis listed as a member of the planning team, and
that the correct responsibilities are listed for him or her.

9. Repeat steps 2 through 8 until all planning team members have been
assigned and all listed responsibilities have a green check mark beside them.

Assighing Member to Other Teams

—_—

Click on the “Teams” button from the Main Menu.
Click on the “Assign New Member” button near the middle of the screen.
Use the Team drop-down box to find the appropriate team and click on it.

Select and click on the appropriate name in the Member drop-down box.

oA W N

Read the responsibilities for the team and check the box(es) that apply to this
person'’s responsibilities.

6. Use the free-form data input box to write any additional responsibilities this
person will handle.

[ J7 L = S W TET

Figure: Teams/Main Menu
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Public Health Department - Director's Office, Administration and Finance - (COOP) - (153)

Teams (’[ -

planning

Executive Team @

Name / Title / Contact Hixecutive Team Role
Justin Bunch (Project M.‘m)gcr] Wil dentify all tsarm members and schedue all plaaning efforts. Manage the colection of data for the Besinss Continulty Pan (8CF) / Contruity of
Acminstrator Business Plan (
W 615-142-1208
H: B65-7769722 (Executive) Provide a lettor of executive management SUpPort for the planning effort. Aiocate departmental resources for training, plan devesopment, and exercising. (Master Level Data)
C: 615-120-4051 Approve the final Susiness Continuity Plan / Continuty of Busness plan.
Mike@wark. com
Mike Pope (Faciities] Serves as the primary DONL of CoRMACt For & Taciliy 1SSues INGdINg SECurily, MAINTENaTCe, Gamages, and felocaton SRerrbeS Will iGentiy & batding 8nd
Resaarch Assstant faciitios ta be cavered by the Business Continuity Pan. Provide information about security, access, and ssist all with alternate
Billing faciities options and peionities
W: 615-741- (Master Level Data)
H: 615-963-6321 (IT) Sarvas as the peimary peint of contact foe all T issues including systam availaiiity, disaster recovary, telephones, and communications. Wil identify ai vital records
C: 615-563-1236 and systems and provide detals regarding back-ups, reduncancy, and Disaster Recovery (DR) planning. Review all departmental 1Y requirements for essential functicns.
com Pravide on-site support for 1T related issues during disruptions or

£l Pandemic Team @ L8 Saereer

Name / Title / Contact Pandemic Team Role

Sue Burns ESTABSh CONTACE With JOGH PuBIIC NAaRi OGNS T0r COOMBINALIGN With (0CAI PANGEMIC FANNYg SGIS. ENsure that the rgaNiZabon s aware of and possibly INYoIved In

Manager current local preparedness and planning efforts. Ensure that the organization Is kept Informed of cusrent local conditions and response efforts concerning 3 pandemic event.

Risk Managemaent Davelop mutual aid programs with raighboring organizations at tha city, county, state, and/ar private secter level,

W: 615-451-2163 (Master Level Dats)

H: 615-632-6413
C: 615-345-1023
suegiwork-com

Ensure that the arganization’s leadership & aware of any existing laws, ordinances, and/or authoritios of haaith officials.

(Master Level Data)

A 564-851-5542
Pnpwerk.com

7 Continuity Team @ m
7]
¥

Name / Title / Contact Continuity Team Role
Serves as the Contmulty Tearm Chiel and is responsible for ecicing f and when 1o ra10cate operabons (o an altemate fACAty.

St Hoopar Serves a5 tha Brnary poi 3 for Faciity e e
Qwner furniture, office equpment, and IT related requlremnls
W 615-999-4837

C; 423-658-3221

Member: Unassigned Person

Please Enter This Members Responsibliity / Role

- MR @EOEm ] Souce @

Figure: Assigning Members to a Team
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Team: Planning Team ¥ Member: Ester, Sandra - Manager -

Responsivle for developing the draft version of the plan and participating in the on-geing maintenance of the plan over tme.
[Responsible for officially reviewing and formally approving the finalized continuity plan on an annual basis,

[serves as the Planning Team Chief and is the primary point of contact for the development and overall maintenance of the continuity plan. Duties include (dentifying and managing Planning Team members, 2
scheduling/conducting Planning Team meetings on a regular basis (recommended every 6 months), and scheduling/conducting trainings and exercises on an annual basis.

Please Enter This Members Responsibility / Role
o B I U A - : £ a - RBEDE P« Source | &

Serves as the Planning Team Chief and is the primary point of contact for the development and overall maintenance of the continuity plan. Duties include identifying and managing Planning Team members,

scheduling/canducting Planning Team mestings on a regular basis (recommended every 8 months), and scheduling/conducting trainings and exercises on an annual basis.

Save ) L —

Figure: Assigning Team Member Roles/Responsibilities

Click “Save.”

7. Check to see that the contactis listed as a member of the team, and that the
correct responsibilities are listed for him or her.

8. Repeat steps 2 through 8 until all team members have been assigned and all
listed responsibilities have a green check mark beside them.

Create, Edit, or Delete a New Team
Planning and continuity teams are critical to the success of your continuity program;
however, you may need additional teams to oversee various functions that fall
outside the responsibilities of those required teams. Follow the steps below to create
additional teams:

1. From the Main Menu, navigate to the Teams section.
Select the “Add/Edit Team” button.
Select “Add New Team” from the Choose Team dropdown.

Enter the team’s name into the Team Name field.

ok~ 0N

Enter a description of the team in the text box. Be sure to include the
mission of the team and examples of member roles/responsibilities.
Click “Save” to save your work.

Select the “Assign New Member” button.

Choose the new team from the Choose Team dropdown.

© ® N o

Choose a member to assign to the team from the Member dropdown.
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10. Enter the role/responsibility assigned to the person you are adding to

the team.

Team: Enter Team Name Here v Member: Robertson, Chase - Deputy Administrator

Please Enter This Members Responsibility / Role

¥ B I U A - : E a Y 1" ¥ LIRS

Entor the role / responsibility of the person you are adding to the team. |

Save . Cancol .
Figure: Adding a New Team

Edit a Team Member’'s Responsibilities
1. Click on the “Edit” button to the right of a person’s listed responsibilities.

2. Check or uncheck the boxes for the listed responsibilities or use the free-form
data input box.

3. Click “Save.”

Delete a Team Member from a Team
1. Click on the “Edit” button to the right of a person’s listed responsibilities.

2. Click on the “Delete” button.

Change the Order in Which Team Members Are Listed

1. Click on the “Sort Members” button to the right of the team’s name.
2. Place your cursor over the member you wish to re-sort.

3. When the crossed arrows appear, hold down the left cursor button and drag
the member into the correct order in the team list.

4. Click “Save.”
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Sample Reports for Teams
Following is a sample report for the Teams section of a plan. Note that the report
presents all the available contact information from the contacts database for each
contact. Ideally, there will be at least two ways to contact each person listed on the
Teams report.

SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT
In preparation of potential continuity events, relocation team members are
responsible for attending continuity meetings as scheduled, keeping the relocation
team chief apprised of continuity matters, reviewing and updating organization’s
essential functions annually, developing notification cascades for key staff and/or
division personnel, participating in continuity training and exercises, and developing
a plan and methodology for off-site storage of data to include essential resources
and databases.

During a continuity event, members of the relocation team are responsible for
relocating to the designated alternate facility in a timely manner and re-establishing
and recovering the operations of the organization’s essential functions as identified
in Annex C.
Continuity Team Members - City of Springfield - Department of Public Works -
Administration - Human Resources

Team Member Team Responsibility/Role
Billy Simms - Commissioner Serves as the continuity team chief and is
Monroe County Human Resources responsible for deciding if and when to
Benefits relocate operations to an alternate facility.

Work: 338-447-2294
Work Email: bsimms@commiss.com

John Smith - Deputy Fire Chief Serves as the primary point of contact for
Monroe County Fire Dept. facility IT-related requirements.

Fire and Rescue

Work: 615-1M1-111_

Home: 615-333-3333
Work Email: jsmith@monroe.org
Personal Email: jsmith@yahoo.com

Jeff Wilson - Response Responsible for coordinating and managing
Coordinator financial related issues during continuity
Monroe County Fire Dept. events including purchases, petty cash, and

Ambulance Services reimbursements.
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Work: 312-743-1190
Work Email: bwagner@monroe.gov

Bob Reynolds - Facility Serves as the primary point of contact for
Coordinator facility management; duties could include
Monroe Police Dept. assistance in selecting alternate facilities
Operations and coordinating relocation efforts of
Work: 321-543-6543 furniture, office equipment, and IT-related
Home: 566-788-7654 requirements.

Work Email: bob@monroe.gov
Personal Email: bob@gmail.com




BOLDplanning COOP

Primary Facilities

Your primary facilities are the locations that your organization uses and manages on
a regular basis. This includes all physical locations where your staff works daily as
well as all locations for which your organization is responsible. Include all your
organization’s facilities, even locations that may not have any staff. Only add
facilities where your organization operates, not locations that it services.

E BOLD . .

planning

Main Menu @
Plan
(SR, 1 S WS S | G TT " | W— 1. — ., bat
Actions

A )

People

(R WY V. SN . 1 -7 S W XA )

Figure: Main Menu — Facilities
Your access level is dev

_v Public Health Department - Emergency Preparedness and Response - (COOP) - (154) My Account - User Manager
planning Instance: -07d7b2ed915062edd

Facilities 49

—Sesrch [ fiter. 2l
Primary Facility

*Data Center (45 staff)

1456 East End Road - Sprinafiid, TH 34589 el lus g Sid

Facility Manager: Marle Dayis - Deputy Health Officer (w: 615-481-9861, <: 615-931-9872, marieRwerk,com)

Relocating
Cholce Alternate Facility pher
1st Alternate *Putlic Health Department Headquarters - 2500 Charlotte Avenue - Nashville, TN 37209 8
2nd Atemate  *Southside WIC Nutnition Canter - 3718 Nolensville Pike - Nashville, TN 37211 30

*Public Health Department Headquarters (34 statr)

2500 Charetts Avsnue. - Sasvlis, TN 37209 —aipAnnet g E2d

Facility Manager: Sandra Ester - Deputy Heaith Officer {w: 615-551-4032, ¢: 615-851-0139, sanaaghwork.com)

Relocating
Choice Alternate Facility Statf
1stAltermste  *[ata Center - 1456 Enst End Road - Springfield, TN 34589 13
2nd Atemate  “Southside WIC Nutrition Center - 3718 Nolensville Pike - Nashville, TN 37211 22
Alternate Facility
*Data Center
1456 East End Road - Spngfiesd, TN 34589 2
Facility Manager: Marle Davis - Deputy Health Officer (w: 615-481-9851, ¢: 615-931-9872, marle@work.com)
*Public Health Department Headquarters
500 otte Avenye - Neshyile, 37 w

Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, saadra@iwock.com)

Figure: Primary Facilities
Important: Several buildings may have already been added to the system for you to
import. To make sure we include the buildings using consistent names, click on the
“Import Facilities” button first, to see which buildings have already been added to the

enterprise system before you add any for your department.
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E Public Health Department - Emergency Preparedness and Response - (COOP) - (154) L:";&‘::::.ﬁ';.’;;:w
planning Instance: -07d7b2ed15062edd
| Fae Archive Reparts Eages

Facilities

Search / Filter:

Primary Facility

*Data Center (45 staff)

456 Eagt Eng Road - Sprinafieid, TN 34589 w PR

Facility Manager: Marle Dayls - Deputy Health Officer (w: 615-481-9861, <: 615-931-9872, marieRweck,com)

Relocating
Cholce Alternate Facility oy
1st Alternate *Putlic Health Department Headguarters - 2500 Charfotte Avenue - Nashville, TN 37209 8
2nd Atemate  *Southside WIC Nutnition Canter - 3718 Nolensville Pike - Nashville, TN 37211 30

*Public Health Department Headquarters (34 statr)

2500 Chadotte Avenue.- Saswilie, TN 37209 eaiifinne g e

Facility Manager: Sandra Ester - Deputy Health Officer {w: 615-561-4032, ¢: 615-E51-0139, sanaragwerk.com)

Relocating
Choice Alternate Facility Staff
15t Alternate *Data Center - 1456 East End Road - Springfield, TN 34589 13
2nd Atemate *Southside WIC Nutrition Center - 3718 Nolensville Pike - Nashville, TN 37211 22

Alternate Facility

*Data Center
1456 East End Foad - Spongfied, TN 34589
Facility Manager: Marle Davis - Deputy Health Cfficer (w: 615-481-5861, c: 615-931-9872, marle@work.com)

*Public Health Department Headquarters
2500 Charigtte Avenue - Neshyile, TN 37206 w

Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, sandra@work.com)
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Figure: Importing Facilities
& Buildings entered on the enterprise level are available for your organization’s plans
by importing them into your department plan.

Adding a Primary Facility Using Support
1. Start by clicking the “Facilities” button on the Main Menu task button list.
2. If you see an “Import Facilities” button, click on it.

3. Check the box next to any facilities listed that are primary facilities for your
organization.

4. Click on the “Import Facilities” button.
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Import Facilities

Primary Facility * | Public Heaith Laboratory - 1015 East Trinty Lane - Nashville, TN 37216

= | vulnerable Needs anc Women and Childrens Center - 3121 Harding Fike - Nashville, TN 37205

Figure: Importing Primary Facilities

@X 5. Important. This import process can take a few seconds to complete. Do not
click twice.

6. If none of the facilities listed are used by your organization, just click “Close.”

7. Confirm that the correct primary facilities are now in your list.

8. Click the “Edit” button next to each imported facility and complete the data
entry.
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Public Health Department - Emergency Preparedness and Response - (COOP) - (154) ;’.?,";:f::,f:.ﬁ';,’;;.:“,

planning Instance: -07d7b2ed15062edd
Facilities 49
T QW R
Search / Filter: All v

Primary Facility

*Data Center (45 staff)
456 Eagt Eng Road - Sprinafisld, TN 34589

Facility Manager: Marle Dayls - Deputy Health Officer (w: 615-481-9861, <: 615-931-9872, marieRweck,com)

Relocating
Cholce Alternate Facility Staff

1stAltemste  *Public Heaith Department Headguarters - 2500 Charlotts Avenue - Neshille, TN 37208 8

2nd Aremate *Southside WIC Nutntion Center - 3718 Nolensville Pike - Nashville, TN 37211 30

*Public Health Department Headquarters (34 statr)

2500 Chardeste Avsoue. - Nashlle N 37202 w &

Facility Manager: Sandra Ester - Deputy Health Officer {w: 615-561-4032, ¢: 615-E51-0139, sanaragwerk.com)

Relocating
Choice Alternate Facility statf
15t Alternate *Data Center - 1456 East End Road - Springfield, TN 34589 13
2nd Atemate *Southside WIC Nutrition Center - 3718 Nolensville Pike - Nashville, TN 37211 2

Alternate Facility

*Data Center
1456 East End Foad - Springfiedd, TN 34589
Facility Manager: Marie Davis - Deputy Health Officer (w: 615-481-9861, ¢: 615-931-9872, marle@work.com)

*Public Health Department Headquarters
2500 Charigtte Avenue - Neshyile, TN 37206 %

Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, sandra@work.com)
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Figure: Editing Primary Facilities

Lu Public Health Department - Emergency Preparedness and Response - (COOP) - (154) L‘;“L!J:::.‘"J.Z',“..“,i’..,,.
planning Instance: -07d7b2ed975962edd
General Infa | | Manage Your Plan» | Filee Archive | Adeministration

Facilities 49
Facility Type: Primary Facility, Alternste Fachity
Facility Name: Data Center
Address: 1456 East End Road
View Map
City: Springfield
State Tennessee v
Zipcode: 34589
# of Your Staff at Facllity: 45
Facility Manager : Davis, Maris - Daputy Heslth Officer -
B !y -

Facility Comments:

([ —— —

Figure: Save — Facilities
9. Fill in the total number of employees at this facility.

10. Fill in the facility manager for your facility.

1. Add any comments that may be pertinent to this facility with special focus on
a description of the physical space that you utilize. Details about office space,
specialized work areas, laboratories, warehouses, etc. are important for
considerations related to relocation (see alternate facilities section).
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12. Click the “Facility Resources” button next to the “Delete” button and complete
the data entry of all existing resources at that location. Note that you have the
option to import resources from any existing facility list.

LU Public Heaith Department - Emergency Preparedness and Response - (COOP) - (154) :’" "“‘:.";:.':':.z,.,
planning I -07d712ed915062edd
General Infa ontacts Manage Your Plen » e Archive | Reperts Messoges Ademinstrat

Facilities 49
Facility Type: Primary Facility, Alternate Fachty
Facility Name: Data Center
Address: 1456 East End Road
View Map
City: Springfield
State Tennessee v
Zipcode: 34589
# of Your Staff at Facllity: <5
Facility Manager : Dawvis, Maris - Deputy Heaith Officer -
B I Y A E 5] Source | &

Facility Comments:

T

Figure: Facility Resources

Edit Resources

Qty Type Disposition
1 o Fumiture

1 Desk Fumniture Pre-Fositiored v X

Figure: Adding new Facility Resources
13. Make sure to click the green plus sign to add the resource to the list.

14. When you are finished entering the data, click “Save.”
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15. Check to see that the correct information is displayed for your primary facility.

Adding a Primary Facility Without Using Import
Once you have determined that the building you want to add is not already loaded
into the system, you will want to add the building without using Import.

1. Click the “Facilities” button on the Main Menu.

2. Click on the “Add New Facility” button.

| =1 —d Public Health Department - Emergency Preparedness and Response - (COOP) - (154) g dyrenll L
planning Instance; -07d7b2ed915562edd

Facilities 49

Search / Filter: Al v

Primary Facility

*Data Center (45 staff)

1456 East Eng Road - Springfisid, TN 34589 s Aenaiss o EMg

Facility Manager: Marle Dayis - Deputy Health Officer (w: 615-481-6861, <: 615-931-9872, marsRwek.com)

Relocating
Cholce Alternate Facility ey
1st Alternste *Putlic Health Department Headquarters - 2500 Charlotte Avenue - Nashville, TN 37209 8
2nd Atemate  *Southside WIC Nutnition Center - 3718 Nolensville Pike - Noshville, TN 37211 0

*Public Health Department Headquarters (34 statr)

2500 Chaclotte Avsoue.- Nashyilis TN 37209 —iiSionaee g i

Relocating
Choice Alternate Facility Staff
15t Alternate. *Data Center - 1456 East End Road - Springfield, TN 34589 13
2nd Atemate  *Southside WIC Nutrition Center - 3718 Nolensville Plke + Nashville, TN 37211 2

Alternate Facility

*Data Center
1456 East En¢ Road - Spengfliesd, TN 34589
Facility Manager: Marie Davis - Deputy Health Officer (w: 615-481-9851, ¢: 615-931-9872, marle@work.com)

500 Charigtte Avenue - Noshyile, TN 37206 <29

Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, mandra@iwerk.com)

*Public Health Department Headquarters
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Figure: Adding New Facility Without Import

LU Public Heaith Department - Emergency Preparedness and Response - (COOP) - (154) :“:";(:l::;l.}‘\::r"ﬂ:::gn
planning Instance: -07d7b2ed95962edd
Contacts Manage Your Plan » | @ Archive | RepOrts 55aQes

Facilities

Facility Type: -
Facility Name:
Address:

City:

State Seiect v
Zipcode:

# of Your Staff at Facility:

Facility Manager : Unassignad Person

Facility Comments:

Save . Cancel ‘ Faclity Resources

1., All rights resaryod.

Figure: Adding New Facility Information
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3. In the appropriate boxes, fill in the name and address of this facility.
4. Fillin the total number of employees at this facility.

5. Add any comments that may be pertinent to this facility with special focus on
a description of the physical space that you utilize. Details about office space,
specialized work areas, laboratories, warehouses, etc. are important for
considerations related to relocation (see alternate facilities section).

6. Click the “Facility Resources” button next to the “Delete” button and complete
the data entry of all existing resources at that location. Note that you have the
option to import resources from any existing facility list.

7. Make sure to click the green plus sign to add the resource to the list.
8. When you are finished entering the datq, click “Save.”
9. Check to see that the correct information is displayed for your primary facility.

10. Repeat steps 2 through 9 for any additional primary facilities.

Editing or Deleting a Primary Facility

1. Start by clicking the “Facilities” button on the Main Menu.

2. Click on the “Edit” button to the right of the facility you wish to edit or delete.

|1 —d Public Health Department - Emergency Preparedness and Response - (COOP) - (154) o oy recde e B8
planning Instance: +-07d7b2ed915962edd
Reparts ages

Facilities

Search / Filter:
Primary Facility

*Data Center (45 staff)
1456 East Eng Road - Springfisid, TN 34589 \

4 0
Facility Manager: Marle Dayls - Deputy Health Officer (w: 615-481-6861, <: 615-931-9872, marisRweck.com)

Relocating
Cholce Alternate Facility v
1st Alternste *Putlic Health Department Headquarters - 2500 Charlotte Avenue - Nashville, TN 37209 8
2nd Atermate  *Southside WIC Nutrition Canter - 3718 Nolensville Pike - Nashville, TN 37211 30

*Public Health Department Headquarters (34 statr)

2300 Chadeste Avenue = Nashville TN 37209 w ‘&

Facility Manager: Sandra Ester - Deputy Heaith Officer {w: 615-581-4032, ¢: 615-E51-0139, sanaragiwork com)

Relocating
Choice Alternate Facility Staff
15t Alternate *Oata Center - 1456 East End Road - Springfield, TN 34589 1
2nd Atemate  “Southside WIC Nutrition Center - 3718 Nolensville Plke « Nashville, TN 37211 2

Alternate Facility

*Data Center
1456 East End Foad - Spangfie’d, TN 34589
Facllity Manager: Marle Davls - Deputy Health Officer (w: 615-481-9861, c: 615-931-9872, marle@work.com)

*Public Health Department Headquarters
2500 Charigtte Avenye - Neshyile, TN 37206 Eﬂ‘

Facility Manager: Sandra Ester - Deputy Heaith Officer (w: 615-581-4032, c: 615-851-0139, sandrafiweck.com)
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Figure: Editing/Deleting Facility
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3. If you simply wish to remove this facility from your list, click “Delete.”

Lu Public Health Department - Emergency Preparedness and Response - (COOP) - (154)
planning
General | ( | Monage Your Plans | e essoges

Facilities 49
Facility Type: Primary Facility, Alternate Facity
Facility Name: Data Center
Address: 1456 East End Road
View Map
City: Springfieid
state Tennesses v
Zipcode: 34589
# of Your Staff at Facllity: <5
Facility Manager : Davis, Marie - Daputy Health Officer
%8 Iy

Facility Comments:

o i e —

Figure: Deleting a Facility

4. If you want to change any of the information about this facility, just update
any of the displayed data.

5. Click “Save.”
6 Check to see that the correct information is now displayed for your primary

facility.
Adding or Changing a Facility Manager

1. To add or change the facility manager for a listed facility, click on the “Edit
Facility” button to the right of the listed facility.

2. Click on the Facility Manager drop-down menu.




BOLDplanning COOP

. Public Health Department - Emergency Preparedness and Response - (COOP) - (154) My Account - User Manager
planning Instance: i-07d7b2ed915962edd

Facilities 49

Facility Type:
Facility Name:
Address:

City:
State Select v
Zipcode:

# of Your Staff at Faility:
Facility Manager :

Unassigned

Facility Commen

Division of Minerity Mealth and Disparity Elimination

* Ester, Sandra - Deputy Health Officer

and

... JU ... M Ri—--,Kiricis ¥ |

Version: 21.03.164 Copyright © 2004 - 2021, BOLDplenning, Inc., Al rights reserved Privacy Policy Terms of Use

Figure: To Add/Change Facility Manager
3. Find the correct name in the contact search results and click on it.

a. If afacility manager cannot be found in the drop-down list, go to
Contacts, and add this person.

4. Click “Save.”

5. Check to see that the correct information is now displayed for your primary
facility.
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Alternate Facilities

Overview

Your alternate facilities are the locations that your organization could move to and
use as alternate sites if the primary sites become unavailable for use. You may be
able to designate specific alternates for each primary location, but you may also
need to leave some things “to be determined.” Fill in as much information as
possible.

Adding an Alternate Facility Using Import

1. Start by clicking the “Facilities” button on the Main Menu.

E BOLD sl O

planning 933 el
| | Peosle «
Main Menu @
Plan
Actions
People

Figure: Main Menu - Facilities

2. Click on the “Import Facilities” button.

- Public Health Department - Emergency Preparedness and Response - (COOP) - (154) oo dyraall e
planning Instance: -07d7b2ed31562edd

Facilities

Search / Filter:

Primary Facility

*Data Center (45 staff)

1456 Eagt End Road - Springfisid, TN 34589 s Al g Sl

Facility Manager: Marle Davis - Deputy Health Officer (w: 615-481-6861, <: 615-931-9872, marsRwek.com)

Relocating
Cholce Alternate Facility St
1st Alternate *Putlic Health Department Headquarters - 2500 Charlotte Avenue - Nashville, TN 37209 8
2nd Atemate  *Southside WIC Nutnition Center - 3718 Nolensville Pike - Nashville, TN 37211 0

*Public Health Department Headquarters (34 statr)

2309 Chaclests Avenue - Nashvilis TN 37209 M w
-

Relocating
Choice Alternate Facility o
15t Alternate *Data Center - 1456 East End Road - Springfield, TN 34589 13
2nd Atemate *Southside WIC Nutrition Center - 3718 Nolensvllle Plke - Nashville, TN 37211 2

Alternate Facility

*Data Center
1456 Egst End Foad - Speingfietd, TN 34589
Facility Manager: Marle Davis - Deputy Health Officer (w: 615-481-9851, ¢: 615-931-9872, marle@wark.com)

*Public Health Department Headquarters
2500 Charigtte Avenue - Noshyiie, TN 37209 ¥

Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, sandrafiweck.com)

Copyright £ 2004 - 2021, BOLDplanning, Inc., Alf rights reserved
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Figure: Importing Facilities

3. Checkmark the boxes to the left for any facilities listed that could be alternate
facilities for your organization.

Import Facilities B

Alternate Facility = | Public Mealth Labarstory - 1015 East Trinty Lane - Nashvitie, TN 37216

1 Alternags Facllity * | Vulnerable Needs and Women and Childrens Center - 3121 Harding Pike - Nashville, TN 37205

Figure: Importing Alternate Facilities

L'B Important: this import process will often take a few seconds to complete. Do
not click twice.

4. If none of the facilities listed are used by your organization, click on the “Close”
button.

5. Confirm that the correct alternate facilities are now in your list.

6. Click the “Edit Facility” button next to each imported facility to complete the
data entry.
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Vour access fevel 15 dev

Public Health Department - Emergency Preparedness and Response - (COOP) - (154) My Account - User Manager
Instance: -07d7b2ed915962edd

planning

Fie Archive

Facilities

Search / Filter:
Primary Facility

*Data Center (45 staff)
1456 East €00 Road - Sprinafisid TN 34589 w &
Facility Manager: Marlg Dayis - Deputy Health Officer (w: 615-481-8861, ¢: 615-931-9872, marieRweck.com)

Relocating
Cholce Alternate Facility oy
1st Alternate *Putlic Health Department Headguarters - 2500 Charfotte Avenue - Nashville, TN 37209 8
30

2nd Aremate *Southside WIC Nutrition Center - 3718 Nolensville Pike - Nashville, TN 37211

*Public Health Department Headquarters (34 statr)
2500 Chadotts Avenus - Nashyilis, TN 37209 L eV

Facility Manager: Sandra Ester - Deputy Health Officer {w: 615-561-4032, ¢: 615-E51-0139, sanaragwerk.com)

Relocating
Choice Alternate Facility Staff
15t Alternate *Data Center - 1456 East End Road - Springfield, TN 34589 13
2

2nd Atemate  “Southside WIC Nutrition Center - 3718 Nolensville Pike « Nashwilie, TN 37211

Alternate Facility

*Data Center
1456 East Enc Road - Springfiedd, TN 34589

Facility Manager: Marle Davis - Deputy Health Cfficer (w: 615-481-5861, c: 615-931-9872, marle@work.com)

*Public Health Department Headquarters
2500 Charigtte Avenue - Nashyiie, TN 37209 )
Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, mandradiwark.com)
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Figure: Editing Alternate Facilities

7. To assign an alternate facility to a specific primary facility, click on the “Assign
Alternates” button (beside the “Edit” button) of the primary facility you want to
assign alternate facilities for.

Vour access fevel 15 dev

Public Health Department - Emergency Preparedness and Response - (COOP) - (154) My Account - User Manager
Instance; -07d7b2ed315962edd

planning

Contacs Managa Your Plan »

Facilities 49

Search / Filter: Al v

Primary Facility

*Data Center (45 staff)
1456 Eagt Ed Road - Springfield, TN 34589 L e )
Facility Manager: Marle Dayls - Deputy Health Officer (w: 615-481-9861, ¢: 615-931-9872, mare@werk.com)

Relocating
Cholce Alternate Facility Staff
8

1st Alternate *Putlic Health Department Headquarters - 2500 Charlotte Avenue - Nashville, TN 37209
2nd Atemate  *Southside WIC Nutnition Center - 3718 Nolensville Pike - Nashville, TN 37211
*Public Health Department Headquarters (34 statr)
2300 Chacdeite Avsoue.- Sashwille IN.37209 ,&

Facility Manager: Sandra Ester - Deputy Heaith Officer {w: 615-581-4032, ¢: 615-E51-0139, sanaragiwork com)

Relocating
Choice Alternate Facility statt
1stAltemste  *[ata Center - 1456 East End Road - Springfield, TN 34589 1
2nd Atemate  *Southside WIC Nutrition Center - 3718 Nolensville Plke - Nashville, TN 37211 2
Alternate Facility
*Data Center
1456 East End Road - Spangfiesd, TN 34589 =)
Facility Manager: Marle Davis - Deputy Health Officer (w: 615-481-9851, ¢: 615-931-9872, marle@wark.com)
*Public Health Department Headquarters
2500 Charigtte Avenue - Noshyiie, TN 37209 ¥
Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, zandraéiwork.com)
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Figure: Assigning Alternate Facilities to Primary Facilities

8. Use the drop-down menus to fill in the correct information for each alternate.
First, choose the first alternate (left drop-down menu), along with choosing the
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alternate facility you wish to assign as the first alternate (middle drop-down
menu). After, enter how many staff will relocate to this alternate facility.

1 1 Welcome, Kayla McMahan,
BOI D Facilities Your usarnare Is Kayla,
- 4 is d
Public Health Department - Emergency Preparedness and Response - (COOP) - (154) :c:"a::::‘l‘ -l.uv:--‘:ﬂa::uev

planning Instance: 1-07d7b2ed915962edd

General Info Fie Archive Messages Administratioe

Facilities 49

Search / Fliter: Al

Primary Facility

*Data Center (45 staff)

1456 East End Rand.- Sednqfieid, TH 34569 ST S

Facility Manager: Marie Davis - Deputy Health Officer (w: 615-481-9851, ¢: 615-931-9872, mariefwork.com)

Cholce Alternate Facility Ruiscaliiiy
Select v -
1ct Alternate v *Public Heath Department Headquarters « 2500 Charlotte Avenue - Nashville, TN 37200 - 8
2nd Altemate Vv *Southgige WIC Nutrition Center - 3718 Nolensvilie Pike - Nashvilie, TN 37211 - 30

*Public Health Department Headquarters (34 statf)

Facility Manager: Sandra Ester - Deputy Heakth Officer (w: 615-561-4032, ¢: 615-851-0139, @ndadmork.com)
Relocating
Choice Alternate Facility ey
1st Alternate *Data Center - 1456 East End Road - Springfield, TN 34589 3
2nd Atemate *Southside WIC Nutrition Center - 3718 Nolensville Plke - Nashville, TN 37211 22

Alternate Facility

*Data Center

1456 Eaat £nd Road - Sponaneid, TN 34589 e
Facility Manaqer: Marle Davis - Deputy Health Officer (w: 615-481-98561, ¢ 615-931-9872, mane@wark.com)
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Figure: Assigning Alternate Facilities to Primary Facilities Drop-Down Menus

9. To add a second and third alternate, click the green plus sign.

Py Wel Kayla McMahan,
BO' D Facilities o s s
Public Health Department - Emergency Preparedness and Response - (COOP) - (154) ity tion “‘:: er

n My Account - User Manag
planning Instance: -07d7b2ed915962cdd

Main Menu [ Manage Your Plan » F 2 Messages

Facilities

Search / Fliter:

Primary Facility

*Data Center (45 staff)

1456 Fast £0d Road - Sednafield, TN 34589 L I )

Facility Manager: Marie Davis - Deputy Health Officer (w: 615-481-9861, ¢: 615-931-9872, marieBwork.com)
Relocating
Cholce Alternate Facility staff
Select v -

1ct Alternate ¥ *Public Heath Department Headqu. 2500 Charlott

nue - Nashville, TN 27200 - 8 >

2nd Altemate ¥ *Scuthsise WIC Nutrition Center - 3718 Nolensville Pike - Nashwiie, TN 37211 v 30 x

*Public Health Department Headquarters (34 statr)

Facility Manager: Sandra Ester - Deputy Heath Officer (w: 615-581-4032, c: 615-851-0139, @ndadwork.com)
Relocating
Choice Alternate Facility Staff
istAtemste  “Dats Center - 1456 Last End Rosd - Springheld, TN 34589 13
2nd Atemate *Southside WIC Nutntion Center - 3718 Nolensville Plke - Nashville, TN 37211 22

Alternate Facility

*Data Center

1456 Eaat £nd Foad - SRO0ANSI, TN 34589 e
Facility Manaqer: Marle Davis - Deputy Health Officer (w: 615-481-9861, ¢: 615-931-9672, mane@wark.com)
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Figure: Assigning Alternate Facilities to Primary Facilities Using Green Plus Sign
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10. After assigning a 1, 2", and 3' alternate facility for a primary facility, and
identifying the number of staff relocating to each alternate facility, click
“Save.”

1. To edit alternate facility information, click the “Edit” button for the alternate
facility you wish to edit.

12. Add any comments that may be pertinent to this facility with special focus on
the facility’s limitations (For example: “Can’t access 6™ floor”).

13. Fill in the facility manager for your alternate facility.

14. Check to make sure this name now appears as the facility manager.

LU Public Heaith Department - Emergency Preparedness and Response - (COOP) - (154) ;T,{:,:::,"ﬁ‘:,':’..d:.',,,,
planning Instance: 07d7b20d975962add
e | | Monsge Your Plana | aperts essoges | geninistration

Facilities 49

Facility Type: Primary Facility, Alternate Faciity
Facility Name: Data Center
Address: 1456 East End Road

View Map

Ccity: Springfield

State Tennesses v

Zipcode: 34589

# of Your Staff at Facllity: 45

Facility Manager : Davis, Maris - Daputy Hesith Officer

w8 !y

Facility Comments:

Adding Facility Resources
15. Click on the “Facility Resources” button to the right of the alternate facility.

16. Type a description of the resource and the quantity of needed the resource.
Note that you can import resources from any existing facility list.

17. Use the Type drop-down box to select what kind of resource this is (computer
hardware, furniture, etc.).

18. Use the Disposition drop-down box to select whether this resource will be pre-
positioned or transported.
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Edit Resources

Qy Disposition
1 char

Transported v x

1 Desk

Figure: Adding Resources
19. Make sure to click the green plus sign to add the resource to the list.
20. Click “save.”
21. Check to see that the correct information is displayed for your alternate and

aligned with a primary facility.

Adding an Alternate Facility Without Using Import
1. Start by clicking the “Add New Facility” button at the top of the Facilities screen.

" Public Health Department - Emergency Preparedness and Response - (COOP) - (154) ..?,':::,,‘::: u..,'n.',.:..,
planning Instance; -07d7b2ed91S962edd
Contacts Manago Y Plan » File Archive Reparts Masages

Facilities

Search / Filter:

Primary Facility

*Data Center (45 staff)

4
Facility Manager: Marle Dayls - Deputy Health Officer (w: 615-481-861, : 615-931-9872, marsRwerk.com)

Relocating
Cholee Alternate Facility ey
1st Alternate *Public Heaith Depsrtment Headguarters - 2500 Charlotte Avenue - Nashville, TN 37209 8
30

2nd Aremate *Southside WIC Nutrition Center - 3718 Nolensville Pike - Nashville, TN 37211

*Public Health Department Headquarters (34 statr)

acieite Avenue - Nashvilie, TN 37209

2309.Ch
Facility Manager: Sandra Ester - Deputy Hoalth Officer {w: 615-581-4032, ¢: 615-851-0139, sanaragwork.com)

Relocating
Choice Alternate Facility Staff
15t Alternate *Data Center - 1456 East End Road - Springfield, TN 34589 13
22

2nd Atemate *Southside WIC Nutrition Center - 3718 Nolensville Pike « Nashville, TN 37211

Alternate Facility

*Data Center
PR
-]

1456 East £n¢ Foad - Sprngfiedd, TN 34589
Facility Manager: Marle Davis - Deputy Health Officer (w: 615-481-9861, c: 615-931-9872, marle@work.com)

*Public Health Department Headquarters
D +

2500 Chariotte Avenue - Nashyite, TN 37200
Facility Manager: Sandra Ester - Deputy Health Officer (w: 615-581-4032, c: 615-851-0139, sandraiwerk.com)
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Figure: Adding Alternate Facilities Without Import

2. Enter the facility type from the drop-down box, the facility name, address,
facility manager, facility comments, and facility resources.

Lu Public Heaith Department - Emergency Preparedness and Response - (COOP) - (154)
planning
Cantacts anage Your Plan » | o Archive | ports 55005

Facilities 49

Facility Type: -
Facility Name:

Address:

access level is dev

z<

ur ac
v Account - User Manager
nstance: -07d7b2ed915962edd

City:

State Select v
Zipcode:

# of Your Staff at Fadility:

Facility Manager : Unassigned Person

N B 1 U A Source g

Facility Comments:

. J

Copyright © 2004 - 2021, BOLDplanning, Tric., A rights resarved.

Figure: Adding new Alternate Facility
3. Click “Save.”
Sorting How the Alternate Facilities Are Listed
1. Click on the “Sort Facilities” button at the top of the list of all alternate facilities.
2. Place your cursor over the facility you wish to rearrange in the list.

3. When you see the crossed arrows, hold down the left cursor and drag the
facility name to the new position.

4. Release the cursor when the facility is in the new correct position in the list.

5. Check to see if the alternate facilities list is now displayed correctly.
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Sample Report for Alternate Facilities

Following is a sample report for the alternate facilities section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

The following are alternate facilities identified for the City of Springfield -
Department of Public Works - Contracts/Procurement:

Name / Location
(Physical Address)

Resources Required at Alternate Facility

Monroe County Fire Headquarters - Primary Facility
270 Main Street South

Monroe City, PA 15237

USA

Staff Relocating: 25 out of 36

Alternate Facility (1st Choice)

Williams Complex
2100 Kings Highway South
Monroeville, PA 15101

Facility Manager.
Paul Rogers

w: 344-544-5544

Transported

100 - Boxes and Labels - Office Supplies
1 - Projectors - Computer Hardware

3 - Copy Machines - Computer Hardware
4 - Laptops - Computer Hardware

4 - Telephones - Communications

12 - Satellite Phones - Communications
12 - Phones - Communications

2 - fax machines - Communications

12 - Phones - Communications

Pre-Positioned

1 - Shipping Machine - Office Supplies
12 - Desks / Chairs - Fumniture

2 - Printers - Computer Hardware

Monroe County Fire Headquarters - Primary Facility
270 Main Street South

Monroe City, PA 15237

USA

Staff Relocating: - out of 36

Alternate Facility (2nd Choice)

Wexford Complex
1220 Greeley Street
Monroe, FL 45245

Eacility Manager.
Fran Wills

w: 615-334-9090

Transported

12 - Desks - Fumiture

4 - Main Hook Ladders - Emergency Equipment

3 - Generators - Emergency Equipment

3 - Copy Machines (COLOR) - Computer Hardware
10 - Desktop/Laptop Computers - Computer Hardware
6 - Walkie Talkies - Communications

1- VHF Base Station USMS & FBI Frequencies -
Communications

5 - Satellite Phones - Communications

1- Copy/Fax Machine - Communications

14 - Phones - Communications

Pre-Positioned

3 - File cabinets (Tall/3 Drawer) - Fumiture

1 - Projector/Screen - Computer Hardware

222 - Phones - Communications

1 - Internet/Intranet Connection - Communications

* Identify resources needed to continue the operation of essential functions that
have been pre-positioned at the alternate facility and those that will need to be
transported to the facility. Examples of resources include office equipment/supplies,
computers, chairs, tables, telephones, printers, and copiers.
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Mission-Essential Functions

Overview

Mission-essential functions are the important activities that your organization
performs to be considered operational. Each organization has a unique list of
essential functions it is required to conduct. Use the Help button on the Mission
Essential Functions screen to see additional details and examples.

It is recommended that you enter all your mission-essential functions into the first
tier (priority level) and then decide on their relative tier and priority. It is much easier
to then prioritize your mission-essential functions once you have them all listed.

Adding a Mission-Essential Function
1. Click on the “mission-essential function” button on the Main Menu.

___
[EJBOLD =
in Meny | Actians » | B |

.......

Things »

Figure: Main Menu
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2. Click on the “Add New Function” button.

Your access level is dev
| = =4 Public Health Department - Emergency Preparedness and Response - (COOP) - (154) My Account - User Manager
planning Instance: -07d7b2ed9f58020dd
Essential Functions VE
View all Dy Tier (cefault) v
ITier 1 - Functions to be performed, given a One Day disruption. (Highest priority to lowest) M Sort Functicns.
Priority _ Function Department / Division
#1 “Act s lialson between OEM and other county, state, and feceral agences™ Public Health Dupariment - Emerguncy Preparedness and
Respore fo ]
2 *Coordinate emergency services wkh NGO, non-profit or rellgious organizetions.” Pudlic Health Department - Emergency Preparedness and )
Response
23 Documant Incident activities Public Health Department - Emergency Preparedness and =
Ressonze Ly
ea Intiate respanse actons during emergencies Fublic Health Department - Emergency Preparedness and
Respanse Ly
#s Maintain 24 hour Staff duty e, Public Health Department - Emergency Preparedness and W
Respoese
Tier 2 - Functions to be performed, given a One Day - One Week disruption. (Highest priority to lowest) w Jhaiiiuce g
Priority _ Function Department / Division
21 Coordinate with local meteorakgists on developing weather. Public Health Department - Emergency Preparedness and 2
Responss ey
»2 facilting and public works for irreqularitios In seevicy delivery. Pubslic Health Departmant - Emargancy Prapirednass and A
Response =
#3 Receive mcoming emergency nobfication calls Fublic Health Department - Emergency Preparedness and
Response Gy
24 Support P10 In notification mochanisms for pubBic nformation systams. Public Heaith Departmant - Emergancy Preparedness and S
Response ey
Tier 3 - Functions to be performed, given a One Week - One Month disruption. (Highest priority to lowest) M W
Priority _ Function Department / Division
21 Conduct community-based training Fublic Health Department - Emergency Preparedness and w
Response
w2 Conduct professionsl development training Public Health Department - Emergency Preparedness and S
Response
#3 Coordinate with regional partrers Public Health Department - Emergency Preparedness and
Response L= ]
[ Perfarm HSEEP exercises Puslic Health Department - Emergency Preparedness and
Resgonse )

Figure: Add New Function

Public Health Department - Emergency Preparedness and Response - (COOP) - (154) :-:“;:::::}L':."u‘:\:gn
Instance: -070702ed915962edd

Essential Functions

Please Enter the Essential Function

]
L]
<
@
"

8 : e
@D =W <] Source | &
e )

Tier Tier 1 - Functysfis to be performed, given a One Day dsruption, (Highest pdority to low.. v

Organizational Unit Public Ith Cepartment - Emergency Preparedness and Response v
Is this a PMEF? ) No v
Function Type (Extrs Field) Select S

Figure: Entering the Essential Function

3. Use the Tier drop-down box to choose the appropriate tier for this mission
essential function or leave them all the in Tier 1 until they are all inputted
(see green arrow in figure above).




BOLDplanning COOP

4. Use the first free-form data entry box to type in a description of the
function (see red arrow in figure above).

5. Use the second drop-down box to identify the department required to
carry out this mission essential function (see orange arrow in figure
above).

6. Use the third drop-down box to identify if the mission essential function is a
PMF (primary mission-essential function) (see blue arrow in figure 3). The
definition of a PMEF is any function performed by your organization that
meets one or more of the following criteria:

e A function that is required to be completed by law/ordinance

e A function that is required to be completed by
directive/executive order

e A function that is required to be completed based on critical
health and/or life safety

When entering a function that is identified as a PMEF, be sure to explain the
justification. The PMEF explanation should be documented in the mission-
essential function field (e.g., what law, ordinance, and/or directive the
function is required by or how the function impacts critical health and/or
life safety.)

E Ulv hv Public Health Department - Emergency Preparedness and Response - (COOP) - (154)
planning
anage Your Plan » Fie Archive Repu esmage
&

Essential Functions

Please Enter the Essential Function
Fuaction

% B 1 U N S : g Iy

Link Facines

27 ledolﬁml‘
Enhanced 8I1A ‘

Tier Tier L - Functions to be performed, given a One Day dsruption, (Highest priority to low.. v
Organizational Unit Public Health Cepartment - Emergency Preparedness and Response v
Isthis a PMEF? ) No v

Function Type (Extra Field)  Select v

Copyright € 200¢ - 2021, BOADplanning, Inc., Al rights rusarved

Figure: Linking Essential Functions
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7. Click on the “Link People” button to identify the contacts whose job it is to
carry out this mission-essential function (see blue arrow in figure: linking
essential functions).

Link People

Director's Office
Benton, Harold - Deouty Health Officer - Pediatric Care

! Bourne, Jim - Deputy Administrator
Davis, Marie - Deputy Mealth Officer

[ Jones, Lauren - Deputy Admiristrator - Dental Hoalth

Tinlery, James - Deputy Adminstrator - Mentsl Health
Division of Minority Health and Disparity Elimination
Estar, Sardra - Doputy Health Officar

Emergency Preparedness and Response
] Baker, Jan - Emergency Praparadness Manager
Burke, Sandy - Planner

Please Identify Positions Required To Carry Out Functions

3 3 - RBREDEm W Source &

Figure: Linking People to Essential Functions

8. Click in the box to the left of the contact(s) you wish to link to this mission-
essential function.

9. Click “Save.”

10. You can also provide additional staffing information in the second free-form
data entry box.

1. Click on the “Link Facility” button if you wish to link a particular building to
this mission essential function (see green arrow in figure: linking essential
functions). You can also provide additional information in the third free-
form data entry box.
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Link Facilities

") Data Conter, 1456 East End Road, Springfield, TN 34589
| public Health Department Headquarters, 2500 Charlatte Avenue, Nashville, TN 37209

Please Identify The Facilities Required To Perform The Function

tE= & % -LaR@mam ] Source @

Figure: Linking Facilities

12. Click on the “Link Essential Resources” button if you wish to link to this
essential function (see orange arrow in figure: linking essential functions).
You can also provide additional information in the third free-form data
entry box.

JCPSQL
) Dental Education & Clinic Activity Reports
Dental Education Program Manual
_ecratis
FISCAL/CICS
Health Aert Netwark
Immunization Refrigerator and Locker
TJ tmmunizatien Service and Padiatric Compliance Flos
e
J License Watermark Paper
M.5. Office/Access/Excel
) Media Cantact List
Microsoft Dutiook
TNOHHS Forms
— Feeplesoft
PHIDOO

Please 1dentify Resources Required To Carry Out Punctions

O B I YN osm- =% E= g e - RBp@Ecoem W] Sourcs | g

Figure: Linking Essential Resources

13. Click “Save.”
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14. Check to make sure the mission essential function is described correctly in
your list.

A Linking Resources and Facilities to Your Mission-Essential

Functions

Important: In order to link the names of the people who carry out the key roles for
these essential functions, the contacts must already be listed in the contacts
database.

Primary and alternate facilities are assigned to mission-essential functions in the
facility interdependency button. Assignments are displayed in all mission essential
functions reports according to the rules of any of the 6 below conditions:

e Condition I: Primary and alternate facilities are identified, and commments are
entered in the comments field = All fields displayed in mission-essential
functions reports

e Condition 2: Alternate facility assigned, and comment included, but no primary
facility assigned = “No Primary Facility Assigned” text displayed in mission-
essential function reports

e Condition 3: Comments added but no primary or alternate facility = only the
comment field is displayed in the mission-essential functions report

e Condition 4: Only primary facility identified = displays on the primary facility in
the mission-essential functions reports **This is the ‘grandfathered’ condition
that will exist for most plans across the platform. **

e Condition 5: No facilities identified and no comments = “No Primary Facility
Assigned” texted displayed in mission essential-functions reports

e Condition 6: Only primary and alternate facility identified, no comments =
displays only primary and alternate facilities in the mission-essential functions
report

To link the essential resources that support the performance of these mission
essential functions, the essential resources must already be listed in the Essential
Resources section.

Editing Your Business Impact Analysis

Once your mission-essential functions have been entered, you can edit, view, re-
prioritize (e.g., choose a different tier for the essential function), or delete your
function by clicking on the “Edit/View” button to the right of the essential function.
After making any changes, click “Save.” To delete the mission essential function, click
“Delete.”
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Your nccess level is dev

h_v Public Health Department - Emergency Preparedness and Response - (COOP) - (154) My Account - User Manager

vorsge o
T

Essential Functions

View all by Tier (dafault) v

Tier 1 - Functions to be performed, given a One Day disruption. (Highest priority to lowest)

Priority  Function Department / Division
&1 *Act as llalson betwesn OEM and other county, state, and fecderal agencies” « Emergency Preparedness and
#2 *Coerdinate emergency services wih NGO, non-profit or religious organizatians.* Public Health Department - Emergency Preparedness and
Response
#3 Dogument incident activities Public Health Departmant - Emargancy Preparedness and
Response
ea Iniiate respanse actions during emergencies Public Heaith Department - Emergency Preparedness and
Response
Maintain 24 hour staff duty ine. Puslic Health Departmant - Emargancy Preparedness and

Tier 2 - Functions to be performed, given a One Day - One Week disruption. (Highest priority to lowest)

Priority  Function Department / Division

#1 Coordinate with local meteorakigists an deveioping westher, Public Health Department - Emergency Preparedness and
Response

#2 Monizer county facilnios and public works for irregularitios in seevice delivary Puslic Hoalth Departmant - Emergency Proparednuss and
Response

"3 Receive incoming emergency notfication calls Public Health Department - Emergency Preparedness and
Response

24 Support P10 In notification mechanisms for pubic nformaticn systems, Puolic Health Departmant - Emergancy Preparedness and
Reaponse

Tier 3 - Functions to be performed, given a One Week - One Month disruption. (Highest priority to lowest)

Priority  Function Department / Division

21 Conduct community-based training Fublic Health Department - Emergency Preparedness and
Response

"2 Conduct professional development traiming Public Health Department - Emergency Preparedness and
Response

#3 Coordinate with reglonal partrers Public Health Department - Emergency Preparedness and
Response

L Perform HSEEP exerdses Public Heaith Department - Emergency Preparedness and
Response

Figure: Editing Essential Functions

Adding or Changing Tiers

You can add as many tiers as you like. Although they will always be numbered, you
are able to change the titles of the added tiers. Also, since some organizations may
have functions that are only essential during specific times of the year, you may add
tiers to specify seasonality.

1. From the Essential Functions screen, select the “Add New Tier” button.

el hv Public Health Department - Emergency Preparedness and Response - (COOP) - (154) l’.‘;"l:::f.??.'ﬁ'fl."n‘.f.“.,..
planning Instance: 1-0707bIed9I3902edd

Manage Your

Essential Functions

View all by Tier (default] v

Tier 1 - Functions to be performed, given a One Day disruption. (Highest priority to lowest)

Priority _ Function Department / Division

#1 “AC as lialson Detween OEM and other county, stats, and feceral agencas” Prislic Health Department - Emergency Preparedness and
Response

#2 *Coordinate emergency services wih NGO, nen-profit or religlous organizations.” Public Health Department - Emergency Preparedness and
ReSPONSE

23 Dooument incident activities Pulic Health Department - Emargancy Preparedness and
Response

ea Inziste respanse actions during emergencies Public Health Department - Emergency Preparedness and
Response

25 Maintain 24 hour staff duty ine. Public Health Departmant - Emergancy Preparednass and
Response

Tier 2 - Functions to be performed, given a One Day - One Week disruption. (Highest priority to lowest)

Priority  Function Department / Division

#1 Coordinate with local meteorakigists on developing westher, Puslic Health Depactment » Emergancy Preparedness and
Response

#2 Morizee county faciliios nd pubilic weeics for irreqularitios In seevicy delfvary Puslic Hoalth Departmant - Emergency Proparednass and
Response

"3 Receive imcoming emergency notfication calls Public Health Depertment - Emergency Preparedness and
Response

24 Support P10 In notification mechanisms for pubic nformaticn systems, Puolic Health Departmant - Emergancy Preparedness and
Reaponse

Tier 3 - Functions to be performed, given a One Week - One Month disruption. (Highest priority to lowest)

Priority _ Function Department / Division

21 Conduct community-based training Fublic Health Department - Emergency Preparedness and
Response

2 Conduct professionsl development training Public Health Department - Emergency Preparedness and
Response

#3 Coordinate with reglonal partrers Pudlic Health Department + Emergency Preparedness and
Response

w4 Perform HSEEP exerdses Public Health Department - Emergency Preparedness and

Response
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Figure: Add a New Tier
2 Inthe memo field, add a descriptive title.

3. Click “Save.”

Sample Report for Mission-Essential Functions
Following is a sample report for the essential function section of a plan. Note that the
report presents all the information entered into the essential functions section of the
plan for each record.

SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Essential Functions for City of Springfield - Department of Public Works - Security

1. Functions to be performed, given a one-day disruption (highest to lowest
priority):

"Act as liaison between OEM and other county, state, and federal agencies”
"Coordinate emergency services with NGO, non-profit or religious
organizations.”

e Document incident activities

¢ Initiate response actions during emergencies

e Maintain 24-hour staff duty line

2. Functions to be performed, given a one-day to one-week disruption (highest
to lowest priority):

e Continuation of functions listed under previous tier(s) identified above

e Coordinate with local meteorologists on developing weather

e Monitor county facilities and public works for irregularities in service delivery
e Receive incoming emergency notification calls

e Support PIO in notification mechanisms for public information systems

3. Functions to be performed, given a one-week to one-month disruption
(highest to lowest priority):

e Continuation of functions listed under previous tier(s) identified above
e Conduct community-based training

e Conduct professional development training

e Coordinate with regional partners

e Perform HSEEP exercises
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TIER: 1: Functions to be performed, given a one-day disruption (highest to lowest

priority}

FUNCTION: "Act as liaison between OEM and other county, state, and federal
agencies”

PRIORITY: # 1
PMEF: No

TIER: Functions to be performed, given a one-day disruption (highest to lowest
priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Jones, Lauren - Deputy Administrator - Dental Health; Baker, Jan -
Emergency Preparedness Manager; Curry, Walker - Emergency Preparedness
Specialist; Faulk, Lane - Infectious Disease Coordinator; Fowler, Danny -
Administrative Assistant; Harbaugh, Jennifer — Director - Vendor Direct Purchases

Essential Resources: CPSQL; Dental Education & Clinic Activity Reports; EGRATIS;
FISCAL/CICS; Health Alert Network; Immunization Refrigerator and Locker;
Immunization Service and Pediatric Compliance Files

FACILITIES: Data Center; Public Health Department Headquarters

FUNCTION: “"Coordinate emergency services with NGO, non-profit or religious
organizations.”

PRIORITY: # 2

PMEF: No

TIER: Functions to be performed, given a one-day disruption (highest to lowest
priority)
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DEPARTMENT: Public Health Department - Emergency Preparedness and Response

FUNCTION: Document incident activities
PRIORITY: # 3
PMEF: No

TIER: Functions to be performed, given a one-day disruption (highest to lowest
priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Curry, Walker - Emergency Preparedness Specialist; Faulk, Lane -
Infectious Disease Coordinator; Fowler, Danny - Administrative Assistant; New,
Linley - Emergency Preparedness Specialist; Smith, Sue - Tuberculosis Controller;
Brown, Addison - Director; Campbell, Lori - Payroll Assistant Manager; Burns, Sue -
Facilities Manager; Graham, Hayden - Human Resources Coordinator; Lake, Tony -
Director of Security

Essential Resources: Dental Education & Clinic Activity Reports; Dental Education
Program Manual; EGRATIS; FISCAL/CICS; License Watermark Paper; M.S.

Office/ Access/Excel; Media Contact List; TNDHHS Forms; PeopleSoft; PHIDDO;
Pandemic Flu Plan; Service Provider Contractor Database; T&E system; US Postal
Service

FACILITIES: Public Health Department Headquarters

FUNCTION: Initiate response actions during emergencies
PRIORITY: # 4

PMEF: No

TIER: Functions to be performed, given a one-day disruption (highest to lowest
priority)
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DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Burns, Sue - Facilities Manager; Faulk, Brittney - Human Resources
Coordinator; Lake, Tony - Director of Security; Luck, Harley - Facilities Manager

Essential Resources: Dental Education Program Manual; EGRATIS; FISCAL/CICS;
Health Alert Network; Immunization Refrigerator and Locker; Immunization Service
and Pediatric Compliance Files; LEP; License Watermark Paper; M.S.
Office/Access/Excel; Media Contact List; Microsoft Outlook; TNDHHS Forms;
PeopleSoft

FACILITIES: Public Health Department Headquarters

FUNCTION: Maintain 24-hour staff duty line
PRIORITY: # 5
PMEF: No

TIER: Functions to be performed, given a one-day disruption (highest to lowest
priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Ester, Sandra - Deputy Health Officer; Burke, Sandy - Planner; Faulk,
Lane - Infectious Disease Coordinator; New, Linley - Emergency Preparedness
Specialist; Smith, Sue - Tuberculosis Controller; Sandy, Ken - Staff Engineer

Essential Resources: License Watermark Paper; M.S. Office/Access/Excel;
Pandemic Flu Plan; Service Provider Contractor Database; Survey Monkey
Database; T&E and Travel Systems; T&E system; Telephone Service; Travel/ OKMile;
US Postal Service; V-Tracks

TIER: 2: Functions to be performed, given a one-day to one-week disruption

(highest to lowest priority)
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FUNCTION: Coordinate with local meteorologists on developing weather
PRIORITY: # 1
PMEF: No

TIER: Functions to be performed, given a one-day to one-week disruption (highest
to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Davis, Marie - Deputy Health Officer; Jones, Lauren - Deputy
Administrator - Dental Health; Tinley, James - Deputy Administrator - Mental
Health; Ester, Sandra - Deputy Health Officer; Baker, Jan - Emergency
Preparedness Manager; Burke, Sandy - Planner; Curry, Walker - Emergency
Preparedness Specialist; Faulk, Lane - Infectious Disease Coordinator; Fowler,
Danny - Administrative Assistant

Essential Resources: Dental Education Program Manual; EGRATIS; Health Alert
Network; Immunization Refrigerator and Locker; Immunization Service and
Pediatric Compliance Files; M.S. Office/Access/Excel; Media Contact List; Microsoft
Outlook; PHOCIS-0SIIS; PHOCIS/PAR; Pandemic Flu Plan; T&E and Travel Systems;
Travel/OKMile; V-Tracks

FACILITIES: Data Center

FUNCTION: Monitor county facilities and public works for irregularities in service
delivery.

PRIORITY: # 2
PMEF: No

TIER: Functions to be performed, given a one-day to one-week disruption (highest
to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response
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PERSONNEL: Burke, Sandy - Planner; Curry, Walker - Emergency Preparedness
Specialist; Faulk, Lane - Infectious Disease Coordinator; Fowler, Danny -
Administrative Assistant; Sandy, Ken - Staff Engineer; Folk, John - Chief Financial
Officer; Frazier, Kyle - Epidemiologist; Burns, Sue - Facilities Manager; Luck, Harley -
Facilities Manager

Essential Resources: Media Contact List; Microsoft Outlook; TNDHHS Forms;
PeopleSoft; PHIDDO; PHOCIS-OSIIS; PHOCIS/PAR; Pandemic Flu Plan; Service Provider
Contractor Database; Survey Monkey Database

FACILITIES: Public Health Department Headquarters

FUNCTION: Receive incoming emergency notification calls
PRIORITY: # 3
PMEF: No

TIER: Functions to be performed, given a one-day to one-week disruption (highest
to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Sandy, Ken - Staff Engineer; Dixon, Lee Ann - Staff Accountant;
Harbaugh, Jennifer - Director--Vendor Direct Purchases; Folk, John - Chief
Financial Officer; Brown, Addison - Director; Frazier, Kyle - Epidemiologist; Jefferson,
Jordan - Lead Epidemiologist; Campbell, Lori - Payroll Assistant Manager; Burns,
Sue - Facilities Manager; Dawn, George - Facilities Manager; Faulk, Brittney -
Human Resources Coordinator; Graham, Hayden - Human Resources Coordinator;
Lake, Tony - Director of Security; Luck, Harley - Facilities Manager

Essential Resources: EGRATIS; FISCAL/CICS; Health Alert Network; Immunization
Refrigerator and Locker; Immunization Service and Pediatric Compliance Files; LEP;
License Watermark Paper; M.S. Office/Access/Excel; Media Contact List; Microsoft
Outlook

FACILITIES: Public Health Department Headquarters
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FUNCTION: Support PIO in notification mechanisms for public information
systems.

PRIORITY: # 4
PMEF: No

TIER: Functions to be performed, given a one-day to one-week disruption (highest
to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Burke, Sandy - Planner; Curry, Walker - Emergency Preparedness
Specialist; Fowler, Danny - Administrative Assistant; New, Linley - Emergency
Preparedness Specialist; Smith, Sue - Tuberculosis Controller; Sandy, Ken - Staff
Engineer; Dixon, Lee Ann - Staff Accountant; Harbaugh, Jennifer - Director--Vendor
Direct Purchases; Folk, John - Chief Financial Officer

FACILITIES: Public Health Department Headquarters

TIER: 3: Functions to be performed, given a one-week to one-month disruption
(highest to lowest priority)

FUNCTION: Conduct community-based training
PRIORITY: # 1
PMEF: No

TIER: Functions to be performed, given a one-week to one-month disruption
(highest to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Burke, Sandy - Planner; Fowler, Danny - Administrative Assistant; New,
Linley - Emergency Preparedness Specialist; Smith, Sue - Tuberculosis Controller;
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Sandy, Ken - Staff Engineer; Dixon, Lee Ann - Staff Accountant; Harbaugh, Jennifer -
Director--Vendor Direct Purchases; Folk, John - Chief Financial Officer; Brown,
Addison - Director; Frazier, Kyle - Epidemiologist

Essential Resources: Media Contact List; Microsoft Outlook; TNDHHS Forms;
PeopleSoft; PHIDDO; PHOCIS-OSIIS; PHOCIS/PAR; Pandemic Flu Plan; Service Provider
Contractor Database; Survey Monkey Database; T&E and Travel Systems; T&E
system; Telephone Service; Travel/OKMile; US Postal Service

FACILITIES: Public Health Department Headquarters

FUNCTION: Conduct professional development training
PRIORITY: # 2
PMEF: No

TIER: Functions to be performed, given a one-week to one-month disruption
(highest to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Burns, Sue - Facilities Manager; Dawn, George - Facilities Manager;
Faulk, Britthey - Human Resources Coordinator; Graham, Hayden - Human
Resources Coordinator; Lake, Tony - Director of Security; Luck, Harley - Facilities
Manager; Manning, Caroline - Facilities Manager; Greeley, Kelli - Executive Director;
Lewis, Brandon - Director; Hastings, Brian - Manager; Davis, Marie - Deputy Health
Officer; Jones, Lauren - Deputy Administrator - Dental Health; Tinley, James -
Deputy Administrator - Mental Health; Ester, Sandra - Deputy Health Officer; Baker,
Jan - Emergency Preparedness Manager; Burke, Sandy - Planner; Curry, Walker -
Emergency Preparedness Specialist; Faulk, Lane - Infectious Disease Coordinator;
Fowler, Danny - Administrative Assistant; New, Linley - Emergency Preparedness
Specialist; Smith, Sue - Tuberculosis Controller; Sandy, Ken - Staff Engineer; Dixon,
Lee Ann - Staff Accountant; Harbaugh, Jennifer - Director--Vendor Direct
Purchases; Jefferson, Jordan - Lead Epidemiologist

Essential Resources: EGRATIS; FISCAL/CICS; Health Alert Network; Immunization
Refrigerator and Locker; Immunization Service and Pediatric Compliance Files; LEP;
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License Watermark Paper; M.S. Office/Access/Excel; Media Contact List; Microsoft
Outlook; TNDHHS Forms

FACILITIES: Public Health Department Headquarters

FUNCTION: Coordinate with regional partners
PRIORITY: # 3
PMEF: No

TIER: Functions to be performed, given a one-week to one-month disruption
(highest to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response

PERSONNEL: Dixon, Lee Ann - Staff Accountant; Harbaugh, Jennifer - Director--
Vendor Direct Purchases; Folk, John - Chief Financial Officer; Brown, Addison -
Director; Frazier, Kyle - Epidemiologist; Jefferson, Jordan - Lead Epidemiologist;
Campbell, Lori - Payroll Assistant Manager; Burns, Sue - Facilities Manager; Dawn,
George - Facilities Manager; Faulk, Brittney - Human Resources Coordinator;
Graham, Hayden - Human Resources Coordinator; Lake, Tony - Director of Security;
Luck, Harley - Facilities Manager

Essential Resources: Dental Education & Clinic Activity Reports; Dental Education
Program Manual; EGRATIS; FISCAL/CICS; M.S. Office/ Access/Excel; Media Contact
List; Microsoft Outlook; TNDHHS Forms; PeopleSoft; Survey Monkey Database;
Telephone Service; Travel/OKMile; US Postal Service; V-Tracks; VR Security Paper

FACILITIES: Public Health Department Headquarters

FUNCTION: Perform HSEEP exercises.

PRIORITY: # 4

PMEF: No
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TIER: Functions to be performed, given a one-week to one-month disruption
(highest to lowest priority)

DEPARTMENT: Public Health Department - Emergency Preparedness and Response
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Orders of Succession

Overview

The purpose of orders of succession can be summed up by the question “Who
comes next?” This section of the continuity plan pre-identifies who will step in for
personnel in key leadership positions/titles if they become unavailable. Use the
“Help” button in the Orders of Succession screen to see a more detailed description
of purpose for this section.

Note that the person who officially has the role under consideration should be listed
as the primary. The individuals who will step in if the primary is not available are
called alternates. Identify at least two alternates for every primary if possible.

You should complete the General Information section before completing Orders of
Succession. If you have entered the name of your department head in General
Information, your department head’s name will then appear automatically in the
Orders of Succession list.

Editing Orders of Succession for Your Department Head
1. Click on the “Orders of Succession” button on the Main Menu.

Figure: Main Menu — Orders of Succession
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2. You will see an order of succession for your department head (using the title

of this individual) and the name of your department head listed as primary.

Primary

Administratoe

Chief Exocutiva Offica

Justin Bunch

(Master Level Data)

Leadership Succession for Executive Director.

Position Title Department Division Name (pesition currently hold by) w
Primary Executive Director Finance & Administration Jackson Smith EY Sy
#1 Aternate Personnel Director Human Resources Persannel & Agvancement Tracy Jackson W W
#2 Alternate Manager Finance & Admnistration Accourts Payable Stacy Davis e w
#3 Alternate Manager Facilties & infrastructure Department Reairs Barry Aaron & %
#4 Alternate Asst, Director for ARternative Energy Facilities & Infrastructure Department Energy & Power Management Jeff Ryman & &

Leadership Succession for Primary Continuity Planner.

A inioony

Position Title Department Division Name (postion currently hekd by) ‘M
Primary Analyst Finance & Admnistration Financial Reporting Office Bertram Colpack & &
#1 Alternate Executive Administrator Office of the County Executive & Commissioners  County Board of Commissicners Jim Princeton @ @
#2 Aternate Receptionist Office of the County Executive & Comvrissioners  Office of the Courtty Manager Annve Henderson & w 7

#3 Alternate

3. Click the “Edit” button to the right of the row called “#1 Alternate.”

Execetive Director

Facllities & tnfrastructure Department

Doug Witliams, 3r.

Figure: Primary Under Executive Director

) Dot

Primary

Administrator

Chief Exocutiva Offica

Justin Bunch

(Master Level Data)

Leadership Succession for Executive Director.

Position Title Department Division Name {pesition cumently hold by) M
Primary Executive Director Finance & Admnistration Jackson Smith A&

#1 Aternate Personnel Director Human Resources Personnel & Avancement Tracy ackson

#2 Aternate Marager Finance & Administration Accourts Payable Stacy Davis G Juney
#3 Alternate Marager Facilties & Enfrastructure Department Repairs Barry Aaron & %
#4 Alternate Asst. Director for Alternatve Energy Facilities & Infrastructure Department Energy & Power Management Jeft Ryman & W

Leadership Succession for Primary Continuity Planner,

#3 Alternate

Position Title Department Division Name (position currently hed by) G D Memer_)

Primary Analyst Finance & Administration Financial Reporting Office Bertram Colpack & ‘m

#1 Alternate Executive Administrator Office of the County Executive & Commissioners  County Baard of Commissioners Jim Princeton w u

#2 Aternate Receptionist Office of the County Executive & Comwmissioners  Offics of the Courty Manager Anrve Henderson &7@
Executive Director Faclities & Infrastructure Department Doug Williams, Jr.

Figure: Editing Orders of Succession
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4. Find the appropriate name in the contact search results and click on it.

Contact Search Results

Energy & Power Management
* Ryman, Jeff « Asst. Director for Alternal

Grounds & Landscaping
* Gastan, Kurt - Supplies Manager

Preventative Maintenance Planning
toe for PM

* King, Aftan ~ Asst, Direcs

Rapairs
* Aaran, Barry - Mansger

Finance & Administration
* Sumith, Jeckson « Executive Director
Accounts Payable

* Devis, Stacy - Mansger

Budget Planning Office
* Kuharsky, Peter - Director

Financial Reporting Office

R— -]

Figure: Assigning Contacts

5. Check to see that the person is listed correctly as #1 Alternate. If not, edit or
delete the name using the buttons to the right.

6. Repeat steps 3 through 5 for #2 Alternate and #3 Alternate, if possible.
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Adding and Editing Orders of Succession for Your Teams
1. Click on the “Orders of Succession” button on the Main Menu.

_
BOLD o
planning

| . (thara . . - Tngs = V n | Admeatmtien

Main Menu @

Plan
Actions
People ﬁ

Figure: Orders of Succession for Teams

2. Click “Add New Succession,” enter the title of the position, and click “Save.”

UVHU Public Health Department - Director’s Office, Administration and Finance - (COOP) - (153) ::"::::::'?:;;ﬁ:w
P | annin 9 Instance: -07d7b2ed95962edd

Orders of Succession g") =~ -

Leadership Succession for Executive Team Chief.

Position Title Department Division Name (position currenty hatd by)
Primary Manager Criief Executive Office Mayors Office Bryan Turner (Master Level Data)
#1 Alternate Research Assistant Fimance Billing Mike Pope (Master Lovel Data)
#2 Alternate Administrator Human Resources Risk Management Cheryl James (Master Level Data)

Leadership Succession for Pandemic Team Chief.

Position Title Department Division Name (position cuerently hekd by)
Primary Manager Human Resources Risk Management Sue Bums (Mester Level Data)
#1 Alternate Planner Fire Services Emergency Medical Staff Sandy Burke (Master Level Data)
#2 Altarnate Captain Fire Services Fire Department Jan Baker (Master Lovel Data)
23 Alternate Administrative Assistant Fire Services Emergency Management Danny Fowler (Master Level Data)

Figure: Adding a New Succession
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3. Click the “Add New Member Button” or the “Edit” button to the right of the row.

Primary Administratoe Chief Exocutiva Offica Justin Bunch (Master Level Data)

| ILeadership Succession for Executive Director.
Position Title Department Division Name {pesition cumently hold by)

Primary Executive Director Finance & Administration Jackson Smith w “

#1 Aternate Personnel Director Human Resources Personnel & Advancement Tracy Jackson « “
#2 Alternate Marager Finance & Administration Accourss Payable Stacy Davis a “
#3 Atternate  Manager Facillties 8 infrastructure Department Repairs Barry Aaron W8y Dsieey
#4 Atternate Asst. Director for Alternatve Energy Facilities & Infrastructure Department Energy & Power Management Jeft Ryman W u

| lLeadership Succession for Primary Continuity Planner, m
Position Title Department Division Name (position currently held by) G o Memter

Primary Analyst Finance & Admnistration Financial Reporting Office Bertram Colpack w u
#1 Alternate Executive Administrator Office of the County Executive & Commussioners  County Board of Commissicners Jim Princeton a E
#2 Aternate Receptionist Office of the County Executive & Commissioners  Office of the Courity Manager Anmve Henderson W “
#3 Alternate Executive Director Faclities & Enfrastructure Department Doug Wiliams, Jr. w “

Figure: Add New Member

4. Find the appropriate name in the contact search results and click on it.

——E )

Contact Search Results
Faclllhec & Infrastructure Department

nnoc 0 bie - Admin 5lab$tbucﬁev ~Scheduling
= Wi ¥ '\; g - Exa

Electrical Engineering Office
* Goydos, Brian - Senior Engneer—-Bectrical

Emrw & !m Management
sst. Director for Altornatve En

Grounds & Landscaping
* Gastan, Kurt - Supplies Manager

Preventative Maintenance Planning
* King, Aftan - Asst, Director fo

Repairs
* Aaran, Barry - Mansger

Finance & Administration
* Symith, Jeckson - Executive Director

Accounts Payable
* Devis, Stacy - Mansger

Budget Planning Office
* Kufarsky, Peter - Director

Financlal Reporting Office

—d

Figure: Searching Contacts for Orders of Succession

5. Check to see that the person is listed correctly. If not, edit or delete the name
using the buttons to the right.

6. Repeat steps 3 through 5 for all possible alternates.
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Sorting How People Are Assigned as the Primary or

Alternates

1. Click on the “Sort Succession” button to the right of the name of the
succession.

— — s
Primary Administrator Chie! Exacutive Offica Justin Bunch (Master Level Data)

|Leadership Succession for Executive Director.

Position Title Department Division Name (pesition curmently hold by) w
Primary Executive Director Finance & Administration Jackson Smith W m

#1 Aternate Personnel Divector Human Resources Personnel & Agvancement Tracy Yackson “ “
#2 Aternate Marager Finance & Administration Accoures Payable Stazy Davis W “
#3 Aternate Marager Facilities 8 infrastucture Department Repairs Barry Aaron Wy Duivey
#4Aternate  Asst, Direcior for Alternatve Encrgy Facilties & Infrastructure Department Energy & Power Mansgement Jeff Ryman E# ) Bueay

ILeadership Succession for Primary Continuity Planner, m
Position Title Department Division Name (position currently held by) m

Primary Analyst Finance & Admnistration Financial Reporting Office Bertram Colpack 'm w

#1 Alternate Executive Administrator Office of the County Executive & Commussioners  County Board of Commissioners Jim Princeton @ @

#2 Aternate  Receptionist Office of the County Executive B Comvissioners  Office of the Courty Manager Anrve Henderson LB vy

#3 Alternate Executive Director Facilities & Infrastructure Department Doug Wiliams, Jr. w “
—ivg

Copyright @ 2004 - 2021, BOLDplanning, Inc., All rights reserved

Figure: Sorting Succession

2. Place your cursor over the name of the person who will fulfill a different
primary or alternate position.

Sort Successions n

Leadership Succession for Executive Director.
Position Title Agency Name (pestion currently hald by)
Primary Execsive Director Finance & Administration Jackson Smith
#1 Alternate Persoonel Drector Human Rescuross Trocy Jacksan
Haace Mideia =
ar. := EN ﬁ 'r‘:ﬂ&'n‘ﬂl re M.];.'V‘M’ 'nva' =i‘r; '

#4 Alternate Asst. Director for Altermiative Energy Facilives & Infrastructure Department Jeft Ryman

Figure: Alternate Positions
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3. When you see the crossed arrows, hold down the left cursor and drag the

name to the new position. (Note that the position title moves with the name.
You can ignore this.)

Sort Successions [ %]

Leadership Succession for Executive Director.
Position Title

Agency Name (ecation corrently hekd by)

#3 Alternate Mansger
#1 Alternate Personnel Director
#2 Alternate Manager

Facilives & Infractructure Deoartment Barry Aaron
-

Tracy

Finance & Administration

#4 Alternate Asst. Director for Akernathe Energy Facilibes & Infrastructure Department

Figure: Alternate Positions

4. Release the cursor when the person is in the new correct primary or alternate
position in the list.

5. Click “Save.”

6. Check to see if the Order of Succession is now displayed correctly.
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ILeadership Succession for Executive Director. w
Position Title Department Division Name (pesition cumently haid by) M
Pricaary Executive Director Finance & Admnistration Jackson Smith ESy Doy

[ #1 Aternate Manager Facilities & infrastructure Department Repairs Barry Asron l @ ,E
#2 Atternate Personnel Director Human Resources Rersonnal & Acvancement Tracy Jacksen W u
#3 Aternate Marager Finance & Admnistration Accounts Payable Suacy Davls ,& QDeiotay
#4 Aternate Asst. Director for ARernative Energy Faciities & Infrastructure Department Energy & Power Management Jeff Ryman @ @

Leadership Succession for Primary Continuity Planner, w
Position Title Department Division Name (posttion currently held by) i iow Member )
Primary Analyst Finance & Agmnistration Fnancial Reporung OfMice Bertram Colpack & M
#1 Aternate Executive Administrator Office of the County Executive & Commissioners  County Board of Commissioners 1im Princeton - &—-
#2 Aternate Receptionist Office of the County Executive & Commissioners  Offics of the Courty Manager Anrve Henderson & Ditey
#3 Alternate Executive Director Facilities & Infrastructure Department Doug Willlams, Jr, W M

= = = 2

Copyright € 200¢ - 2021, BOLDplanning, Inc., Al rights resarved

Figure: Order of Succession View

Sample Report for Orders of Succession
Following is a sample report for the orders of succession section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Orders of Succession for Public Health Department - Director's Office,
Administration and Finance

The Public Health Department - Director's Office, Administration and Finance has
developed an orders of succession for all key positions held within the organization.
Provided below is the title and name of each primary person currently holding each

key position, followed by a list of designated successors. The successors are listed by
title in order of precedence.

Executive Team Chief - Order of Succession:
Primary: Manager - Bryan Turner - Chief Executive Office - Mayors Office

1. Research Assistant - Mike Pope - Finance - Billing - Court

2. Administrator - Cheryl James - Human Resources - Risk Management -
Employee Health
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Pandemic Team Chief - Order of Succession:
Primary: Manager - Sue Burns - Human Resources - Risk Management
1. Planner - Sandy Burke - Fire Services - Emergency Medical Staff

2. Captain - Jan Baker - Fire Services - Fire Department

3. Administrative Assistant - Danny Fowler - Fire Services - Emergency
Management - Logistics Staff

leader of the free world - Order of Succession:

Primary: Administrator - Justin Bunch - Chief Executive Office

Executive Director (Jackson Smith) - Order of Succession
Primary: Executive Director - Jackson Smith - Finance & Administration

1. Manager - Barry Aaron - Facilities & Infrastructure Department - Repairs

2. Personnel Director - Tracy Jackson - Human Resources - Personnel &
Advancement

3. Manager - Stacy Davis - Finance & Administration - Accounts Payable

4. Asst. Director for Alternative Energy - Jeff Ryman - Facilities & Infrastructure
Department - Energy & Power Management

Primary Continuity Planner - Order of Succession:

Primary: Analyst - Bertram Colpack - Finance & Administration - Financial Reporting
Office

1. Executive Administrator - Jim Princeton - Office of the County Executive &
Commissioners - County Board of Commissioners
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2. Receptionist - Annie Henderson - Office of the County Executive &
Commissioners - Office of the County Manager

3. Executive Director - Doug Williams, Jr. - Facilities & Infrastructure Department
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Delegations of Authority

Overview

The purpose of delegations of authority is to assure that certain critical functions or

decisions can be handled, even if the person who usually handles those functions is

unavailable during a critical period. An example would be an emergency purchase

of personal computers when the person who would usually authorize such a

purchase is away on a vacation and not available, or when the person is

incapacitated in some way.

The Continuity Planning system has pre-identified four such delegations. These are:
e Travel authorization

e Leave authorization
e Purchase requisitions/spending authority

e Execution of contractual agreements

These functions are critical to most organizations. You should decide if they are
relevant to your organization, and whether you need to add some other types of
delegations. Note also that the delegation refers to a specific process, not to a
person.

The process for completing this section is very similar to that of orders of succession.
In each case you need to identify at least one alternate contact for each delegation
relevant to your organization, although two or three alternates would be preferable.
As with the other sections of the plan, any person you wish to use as a primary or
alternate must already be included in the contacts database.

Adding, Editing, and Deleting a Delegation

1. Click on the “Delegations of Authority” button on the Main Menu.

E BOLD
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Figure: Main Menu — Delegations of Authority

2. Click on the “Add New Delegation” button at the top of the screen.

e B’ *MasterSystem* - (COOP) - (-1) Yoy Account - User Manager
planning

Instance: -07d7b2ed 9580 2udd

Delegation of Authority e ]
- S

Manage Your Plan »

Canvrioht £ 2004 - 2021. B0LDolanning. Inc. Al rlohts resarvnd

Figure: Add New Delegation

3. You will be presented with a box in which you can type the name of this new
delegation.

4. Make sure to include a triggering condition; is the acting agent incapacitated
or unavailable? Also, include any limitations that may be experienced when
this authority is passed on to the delegated agent.
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Add New Delegation

on of Authority

of
T U K S-S sE= A

SREBREr e % Source | &

What are the triggering conditions for this authority? Is the person Incapacitated or unavailble?

Delegation of Autherity Limitations:
s B

L=<l /K % Source &

What limitations might there be for this authority being performed?

Figure: Adding New Delegation
5. Click “Save.”

6. Check to see that the new delegation is listed and described as you wish it. It
will be added to the bottom of the existing delegations.

7. You can change the name of any of the delegations listed by clicking on the
“Edit Delegation” button at the bottom of each delegation.

Emergency Management Demo - (COOP) - (149) f&"ﬂ:f&':."ﬁ"'.'."nﬂ.-
planning Instance: 1-07d7b2ed95962edd

Delegation of Authority @ =]

Travel Authorization - Acting Agents

Title Department Name (Position currently hetd by
Manager Chiel Executive Office Marfe Davis
Manager Chief Executive Office Marie Davis

Travel Authorization - Delegated Agents

1

Title Department Name (Delegatad to)

Direstor Emergency Mansgement Byron Teimadge a “
EM Coardinator Emergancy Managemant Olivar Babbish “ u

[_IPurchase Requisitions/Spending Authority - Acting Agents m
Title Department Name (Position currently held by) W
— P e Y
/ Authority - Delegated Agents Slaisngd
Title Department Name (Delegatod 10) M
EM Coordinator Emergency Management Ovar Babbish )
wiai Baliee. Taomva ol 118

Figure: Editing Delegations
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8. You can delete any acting agent or delegated agent in the list by clicking on
the “Delete” button on the right side (beside the “Edit” button)

[ = A4 =~ =4 Emergency Management Demo - (COOP) - (149) ::";:::::: .'L'."l,’lﬂ"..",...
planning Instance: +-0707b2ed915862ed0

Delegation of Authority & ]
—_———— TP

Travel Authorization - Acting Agents Sl St g
Titte Department Name (Pasition currently hekd by) M
Manager Chver Executive Office Marle Davis ‘m Dy
Manager Chiet Executive Office Marie Davis & &

Travel Authorization - Delegated Agents S i g

Title Department Name (Delegated to)

Director Emergency Mansgement Byron Temadge & Doviey l
EM Ceordinator Emergency Managemant Obver Babbkh « u

Purchase Requisitions/Spending Authority - Acting Agents S Sxfuene
Title Department Name (Position currently hekd by) m
Director Emergency Management Byron Takmadge ) W

/ Authority - Delegated Agents W
Title Department Name (Delegaced 10) w
EM Coordirator Emergency Management Ofver Babbish ‘W w

Canurinks £ 31N4 . 3031 ADANalannine {nr Al rinhbe o

Figure: Delete Delegation

Editing Delegations of Authority

1. Click on the “Delegations of Authority” button on the Main Menu.

E BOLD sl R

planning

! ! 1
| Peuze - ces - hings =

Main Menu @
Plan Weicome to DOLDp'
% W [T LT N— “H ' e, tat
Actions
People

— e omesese [ o ossesason |
R -

e ) SIS

Things

== T RN T s P W T T s T R T S—
e T e | )

Figure: Main Menu — Delegations of Authority

2. You will see the list of predefined delegations listed above.
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Your access level is dev

Emergency Management Demo - (COOP) - (149) My Account - User Manager
planning Instance: 1-07d7b2ed9N5562edd
Delegation of Authority @ ?

Travel Authorization - Acting Agents

Title Departmaent Name (Position currently held by)
Manager Chef Executive Office Marle Davis
Manager Chiet Executive Office Marie Davis

Travel Authorization - Delegated Agents

Title Department Name (Deiegated to)
Director Emergency Mansgement Byron Teimadge
EM Coordinator Emergancy Managemant Oivar Babbikh

[“IPurchase / A y - Acting Agents
Title Department Name (Position currentiy heks by
Director Emergency Management Byron Taimadge

Purchase Requisitions/Spending Authority - Delegated Agents

Title Department Name (Delegaced 16)

EM Coordirator Emergency Management Ofiver Babbish

tEimt]

Figure: Add Acting Agent

3. For each delegation in turn, click on the “Add Acting Agent” button to the right
of the delegation row. Select the appropriate primary name from the contact
search results. This is the person who usually handles this specific function.

( e

Contact Search Results
Chief Executive Office

Bunch, Justin - Mministrator
City

Sacretary
* Davis, Marie - Manager
Legal Stafr
* Ester, Sandra - Manager
Mayors Office
* T

urner, Bryan - Maneger

Communications
Public Information

* Dovis, Samuel - Risk Manager
Social Medi

® Faulk, Brict

., Bel “oandinator
* Jenner, Cixrs - Public Information Officer

Emergency Management
* Baddush, GOver - EM Coordinater
* Tamadge, Byron - Directer

Information Technology

are

e

Figure: Add Acting Agent from Contacts

4. After clicking on that person’s name, you will be returned to the Delegations of
Authority screen, and you will see that person listed as the “Acting
Agent/Position Currently Held By.”
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hw Emergency Management Demo - (COOP) - (149)
planning

Delegation of Authority v
gy Summ g

Travel Authorization - Acting Agents S St g
Title Department Name (Position currently held by) M
Manager Chvef Executive Office Marle Davis & u

Travel Authorization - Delegated Agents W
Title Department Name (Deiegated to) . Jud Devogees Agert
Director Emergency Mansgement Byron Temadge | G ) Lelwis
EM Coordinator Emergancy Managemant Obver Babbish & w

( )
Purchase Requisitions/Spending Authority - Acting Agents W

Title Department Name (Fosition currenty heks by) \edikinind g
Director Emergency Management &yron Teimadge Ly JDoemy

Purchase Requisitions/Spending Authority - Delegated Agents Jlaisinns g
Title Department Name (Delegaced (o) w
EM Coordirator Emergency Managemant Oiver Babbish & Doy

3031 ANA Nalannine Tne A1 sin

Figure: Adding Acting Agent
5. Click on the “Add Delegated Agent” button to the right of the delegation row.
Select the appropriate Delegated Agent name from the contact search
results. This is the person who will handle this specific function if the primary is
unavailable.

i is o
hv Emergency Management Demo - (COOP) - (149) :‘:";c‘l.‘o‘:n 'J:n:;ul:;w
planning Instance: -07d7b2ed915962edd

9o

Wil pugeng QS0 g
Travel Authorization - Acting Agents W )
Title Department Name (Position currently held by) M
Manager Chver Executive Office Marle Davis ‘m u

Mansger Chief Executive Dffice Marie Davis & &

Travel Authorization - Delegated Agents
Title Department Name (Delegated to)

Director Emergency Mansgement Byron Temadge Y Svey
EM Ceordinator Emergancy Managemant Over Babbish & u

Delegation of Authority

Purchase Requisitions/Spending Authority - Acting Agents S St
Title Department Name (Position currentiy held by) W
Director Emergency Mansgement Byron Takmadge a‘ Doy

/ Authority - Delegated Agents W
Title Department Name (Delegatod 10) w
EM Coordirator Emergency Management Oirver Babbish ‘W u

pesian: 31 N1 158 2004 - 3031 A0 Nnlanning Ine Al rinhbs reasrusd

Figure: Add Delegated Agent
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(

Contact Search Results
Chief Executive Office
* Bu

sk, Justin - Administrator
City Secretary
* Diavis, Marie - Manager

Legal Staff
* Ester, Sandra - Manager

Mayors Office
* Turner, 8

iryan - Manager

Communications
Public Information

* Dovis, Samuel - Risk Manager
Social

* Faulk, Coondinator
* Jenner, Chers - Public Information Officer

Emergency Management
* Sablush, GOver - EM Coordinater
* Talmscge, Byron - Diescter

Information Technology

)

Figure: Add Delegated Agent

6. After clicking on that person’s name, you will be returned to the Delegations of
Authority screen, and you will see that person listed as the “#1 Delegated
Agent.”

7. Once again, click on the “Add Delegated Agent” button to the right of the
delegation row. Select the appropriate second Delegated Agent name from
the contact search results. This is the person who will handle this specific
function if the #1 Delegated Agent is unavailable.

Emergency Management Demo - (COOP) - (149) Yoy Account - uas Monager
planning Instance: 1-07d7b2ed915962edd

Delegation of Authority @ ]

Travel Authorization - Acting Agents W

Title Departmant Name (Position currenty hekd b)
Manager Civer Executive Office Marfe Davis “ “
Manager Chuet Executive Office Marie Davis

Travel Authorization - Delegated Agents [m

Title Department Name (Dsiegated to) M
Director Emergency Manogement Byron Teimadge G sl
EM Ceordinator Emergancy Managemant Over Babbish w u

;fPurchase Requisitions/Spending Authority - Acting Agents

Title Department Name (Position currentiy held by)

Director Emergency Management Byron Taimadge “

/ Authority - Delegated Agents

Title Department Name (Delegated 10) M
EM Ceordinator Emergency Management Over Babbish )




BOLDplanning COOP

Figure: Sort Agents

Sorting How the Delegations Are Listed
1. Place your cursor over the name of the person who will fulfill a different
Delegated Agent (or Acting Agent) position.

Purchase Requisitions/Spending Authority
Title Departmont Name (Dvipgated o)

EM Coordinstor Emergency Management Qliver Babbish
Managor Chief Executve Office Beyan Tumer

Figure: Sorting Agents for Delegation of Authority

2. When you see the crossed arrows, hold down the left cursor and drag the
name to the new position. (Note that the position title moves with the name.
You can ignore this.)

3. Release the cursor when the person is in the new correct Acting Agent or
Delegated Agent position in the list.
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Purchase Requisitions/Spending Authority

Title D.EIW"!
Manager Chief Executive OMce Bryan Turner

EM Coordinator Emergency Management Oliver Bakbish

Figure: Dragging Agents to Sort for Delegation of Authority
4. Click “Save.”

5. Check to see if the Delegation of Authority is now displayed correctly.

Sample Report for Delegations of Authority

Following is a sample report for the delegations of authority section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

MEMORANDUM

TO:
FROM:
DATE:

SUBJECT: Delegation of Authority

ALL AUTHORITY HEREBY DELEGATED SHALL BE EXERCISED IN ACCORDANCE WITH
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APPLICABLE LAWS, RULES, BUDGET ALLOCATIONS AND ADMINISTRATIVE DIRECTIVES. THIS
AUTHORITY CANNOT BE RE-DELEGATED.

To ensure continuity of operations for the emergency management demo during
continuity events, the following personnel are hereby delegated the authority to
conduct the following assignments provided below.

Leave Authorization

Triggering Conditions: Leave authorization is the ability to grant personnel time off
for personal or medical reasons. Department managers have the authority to review
and approve leave for periods of 5 consecutive days or shorter durations. The Fulton
County Human Resources Department must review and approve longer leave
periods.

Limitations:

Acting Agents:
Sandra Ester/Manager
Bryan Turner/Manager

Delegated Agents:

Bryan Turner/Manager

Will Minkoff/Deputy Administrator
Samuel Davis/Risk Manager

Purchase Requisitions/Spending Authority

Triggering Conditions: The authority to purchase items or spend money is approved
at the department head level for amounts under $10,000 per purchase. When
spending over $10,000 on services or equipment, approval must be granted by the
Fulton County Purchasing Department.

Limitations:

Acting Agents:
Addison Brown/Audit

Delegated Agents:

Jordan Jefferson/Lead Administrator
Justin Bunch/Administrator
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Kim Branch/Administrator

Travel Authorization
Acting Agents:
Marie Davis/Manager

Delegated Agents:
Byron Talmadge/Director
Oliver Babbish/EM Coordinator

Purchase Requisitions/Spending Authority
Acting Agents:
Byron Talmadge/Director

Delegated Agents:
Oliver Babbish/EM Coordinator
Bryan Turner/Manager

Execution of Contractual Agreements
Acting Agents:
Justin Bunch/Administrator

Delegated Agents:
Byron Talmadge/Director
Sandra Ester/Manager

Authorized Signature:
Emergency management demo

Alert Notification Procedures
Overview

The purpose of alert notification procedures is to establish a strategy of how your
organization would contact its personnel if an event/disruption were to occur
(business hours/non-business hours). Refer to the “Help” button in this section for
more detail about this topic.

You will see that suggested general procedures are already provided for:
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¢ Initial plan activation
e First level contact of and by the response team (key staff members)
e Second level of contacts (remaining staff)

Please review these procedures and add specific information as it relates to your
organization. Also note that many organizations already may have documentation in
standard file formats covering this information. If so, you can note that in the relevant
portion of this section, and then attach the files using the File Archive function.

Adding and Editing the Alert Notification Procedures

1. Click the “Alert Notification Procedures” button on the Main Menu button list.

Figure: Main Menu — Alert Notification Procedures
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2. Review the information provided for initial activation, first, and second level
alerts.

UVHV Public Health Department - Director's Office, Administration and Finance - (COOP) - (153) :",“;::::,f:m,’m‘,’,:qu
planning Instance: i-0767b2ed9t500 20dd

Alert Notification Procedures V)

The Department Head will notfy the Contimus

Team Chief to activate the continuity plan.

Unen potfication to aciivate the contiouity plan, the Contmuity Team Chief will gerform the following gutes

Cantact the key staff members identified within this annex, nforming them of the current situsticn and that the conticuity plan  being activeted,

For faciity reiated activatons, otify the Alternate Faciity Manager of the appropriate altermate facility regarding the activation of the contruity plan

As needed, notify the local and/or state Emergency Operatices Center that an emergercy adtivation cr anticpated activation of the continuity pian is expected or In progreas.
Rapert the progress of the natfication process to the Department Mead

£ ¢

Oece the continuity piae is activated, the key staff members will contact their staffs using the

Ioming fpreceduras

= Attempt to <l 2ach pearsen In his or her chain-of-command to refay the information and guidance provided by the Centinuity Team Onl

« Make @ 56econd attempE 1o contact those Indlividuals wha were not inialy availabée. Tf this attempt is unsuccesstul, the ke staff members will leave a message, serd a text, o use any other method of communications avai
contact.

« Report status of cascace, inchuding names of parsonnel not centacted, to the Cantinulty Team Chief,

make

We will call people according to the phone tree & the file archive,
We will ask communicate with local teievision and radio news outlets to Inform the public of dosures or relocations.

£ 6

ms of Usd

Figure: Review Pre-Loaded Information for Alert Notification Procedures

| =1 ~4 Public Health Department - Director's Office, Administration and Finance - (COOP) - (153) T s
planning Instance: i-0767b2ed9t590 20dd

Alert Notification Procedures V]

The Department Head will notfy the Continuty Team Chlef 1o activate the continuity plan. @

Upen noufication to activate the continuity plan, the Contmuity Team Chief will gerform the following dutes:

+ Contact the key steff mambers identified within this annex, infarming them of the currant situation and that the continuity plan i being activeted.
« For faciity reisted activatens, notify the Alternate Faciity Manager of the appropriate slternate facility regarding the sctivation of the contnuity plan =g
« As needed, notify the local and/or state Emergency Operaticns Center that an emergercy activation or anticipated activation of the continuity pian is expected or in progreas. A
+ Report the progress of the natfication process to the Department Mead

bers will cont

the kery staff air Stafs using the following froceduras

= Aztempt to clf each persen in his or her to refay the & and guidance provided by the Continuity Team CQhief.

+ Make & 56cond SRtErTPR 16 CONtact those Individuats who were no¢ saiady avallabie. I this aKtempt is unsuccessful, the key staff members will feave a message, serd a text, or use any ather method of communications available to make
contact.

* Rap

t status of cascace, inchuding names of parsannel not contacted, to the Continuity Team Chi,

We will cal people according to the phone tree ) the file archive, @

We will ask communicate with local teievision and radio news outlets to Inform the public of dosures or relocations.

Figure: Edit Alert Notification Procedures

3. Click on the “Edit” button to the right of each of these three phases of
notification.
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Edit Procedure

Alert Notification Procedure:

FB1IYA sm EE Sy rShe@Eocsm

Upan notification to activate the continslly. plan. the Continuty Team Chiel will dedom the foliowing dufies

» Contact the key staff members identified within this annex, informing themn of the current situation and that the continuity plan is being activatod.

« For taciidy related activations, notify the Alternate Faclity Manager of the appropnate alternate facilty regarding the activation of the continuity plan

« As needed, natify he local andfor state Emergency Opearations Center that an emergency activation or anticipated activation of the continuty plan is expacied of i progress.
« Report the progress of the notification process 1o the Department Head

Figure: Adding Procedures to Alert Notification Procedures

4. Make any changes or additions to these procedures using the free-form fill-in
boxes.

5. Click “Save.”

6. Click the “Add New Procedure” button and enter the appropriate information.

level is di
hu Public Health Department - Director's Office, Administration and Finance - (COOP) - (153) :.T::x:.‘ u,.,“n;.:..,
planning Instance: i-07d7b2ed9t560 2edd

Alert Notification Procedures @Yo

The Department Head will notfy the Continusty Team Chlef to activate the continuity plan.

Unen netfication to acivate the continuity plan, the Contmuity Team Chief will gecform the following dutes:

+ Contact the key steff members identified within this annex, Informing them of the currant situstion and that the contiruity plan @ being activeted.

« For faclity related activatons, notify the Alternate Faciity Manager of the appropriate alternate facility regarding the activation of the contnuity plan.

* As needed, netify the kocal and/or state Center that an 9 activation o activation of the continuity pan is expected or in progress.
« Repert the progress of the natfication process to the Department Head

Once the coatinuity plas is activated, the key staff members will contact their staffs using the following proceduras

= Artempt to caif 2ach parsen in his or har chain-of-command to relay the information and guidance provided by the Continuity Team Chief.
* Make @ second attempt to contact those Individuals who were not initially available. 1f this attempt is unsuccessful, the key staff members will leave a message, serd a text, or use any other method of communications available to make

contact.
* Report status of cascade, inckuding names of parsannel not centacted, t the Continuity Team Chief

We will call people according to the phone tree & the file archive,
We will ask communicate with local teievision 3nd radio news outlets to Inform the public of dosures or relocations.

EE 66

Figure: Add New Procedures
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Sample Report for Alert Notification Procedures

Following is a sample report for the alert notification procedures section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Alert Notification Procedures

The department head will notify the continuity team chief to activate the continuity
plan.

Upon notification to activate the continuity plan, the continuity team chief will
perform the following duties:

e Contact the key staff members identified within this annex, informing them of
the current situation and that the continuity plan is being activated.

e For facility related activations, notify the alternate facility manager of the
appropriate alternate facility regarding the activation of the continuity plan.

e As needed, notify the local and/or state emergency operations center that an
emergency activation or anticipated activation of the continuity plan is
expected or in progress.

e Report the progress of the notification process to the department head.

Once the continuity plan is activated, the key staff members will contact their staffs
using the following procedures:

e Attempt to call each person in his or her chain-of-command to relay the
information and guidance provided by the continuity team chief.

¢ Make a second attempt to contact those individuals who were not initially
available. If this attempt is unsuccessful, the key staff members will leave a
message, send a text, or use any other method of communications available
to make contact.

e Report status of cascade, including names of personnel not contacted, to the
continuity team chief.
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We will call people according to the phone tree in the File Archive.
We will also communicate with local television and radio news outlets to inform the
public of closures or relocations.

Essential Resources

Overview

Essential resources are the important items your organization needs to operate.
These may include software systems, maps, manuals, or very specialized equipment.
Use the “Help” button in your plan on the Essential Resources screen to see additional
details and examples of these essential resources.

You should always check to see if you can import essential resources from a master
plan before trying to add a new essential resource. This may save you time.

_'S Important: Several vital systems may have already been inputted for you to import.
To make sure we include systems using consistent names, add essential resources
using import first to see which systems have already been added to the enterprise
system before you add any for your organization.

Adding an Essential Resource Using Import
1. Click on “Essential Resources” from the Main Menu.

[E§]BOLD o .

Figure: Main Menu — Essential Resources

2. Click on the “Import Essential Resources” button near the middle of your
screen.
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ources

ce - COOP - (36
Maio Maru)

—

BOLD Essential Records/Res:
Jettersen Courty Commissorer’s Of

planning E

] Plar » [ cticos »

Essential Records/Resources @2e

Fitered By: Le

Cefaut v Positien: Contani

v Search | Hilter:
Priority

Exsentisl Record

Figure: Importing Essential Resources

4. Clickin the box to the left of every essential resource you wish to import into
your plan.

Impoet Exsential Recards | x | sasy
Key Card Verification Units - Creates magnatic coces and Imeeints stripes for amployes access cards

Figure: Importing Essential Resources

6. Click the “Import” button at the bottom of the screen.
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Impoet Essential Recsrds | x | seazy

Key Card Varification Units - Creates magnatic coces and Imerints sipes for ameloyee access Gards

Figure: Importing Essential Resources
7. Check to see that all the imported essential resources are now in your list.

8. Click the “Edit/View” button to the right of each listed essential resource.

—
BOLD Essential Records/Resources
JeMersan Courey Commissares’s Offce - CODF - 136

ey

planning wals

Essential Records/Resources @e

Fittered By:  Lefaut

Priority

Figure: To Edit/View Essential Resources

9. Check to see that the information about this essential resource is complete
and accurate. To make any changes or additions to the information about
these essential resources, see steps 4 through 8 below. If no changes are
necessary, just click “Save.”

Adding an Essential Resource Without Using Import
1. Click on the “Essential Resources” button on the Main Menu.
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fanning

[g]BOLD

Main Menu

Main Menu

Plan

Actions
mmn !
People

9

R Y—

Places

Figure: Adding Essential Resources Without Import

2. Click on the “Essential Resources” button near the middle of your screen.

anning

Fittered By Lefaut

OLD

Priorty

Essential Records/Resources

v Commiss ce - COOP - (36

2

T

« vancars for aF tydes of servces

EEEEEE

Figure: Add New Essential Resources
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3. Type in the name of the essential resource.

—
BOLD Essential Records/Resources
detturaan Courky Cammiasisnst's Ofics - COOP - (26

| Acbans = | Soke >

plenning

Main Mesu

v argantzatien.

wBeIu D &
Duscribe the process <€ how thix Exsential Record & protucted, mawtained, and by whom.
3 1 U & 3

Describe where this
Primary Location:  Fie:
Rackup Lacation:

Ramate Accessibla; Yes | No
Roview/Uneate Date: (mm/dd frvvy)
Pravida any a¢amional informatian pertaining to thi Feesntia! Record 3¢ nacesxary.

By : a =

4.

Figure: Name of the Essential Resource
5. Use the first free-form data entry box to describe this essential resources by
providing information about what it is and how it is used within your
organization.
E BOLD Essenfi.\l Recnrds/ﬁesorurta-s.

planni

Fan

Main Meau

Essential Records/Resources

Ceacriba this Casantial Record; axpiain whot i is and how % |s weae within your argantzatien.

w e Iu % &

Teacribn the process of how this Ementis] Record &t protecies, mamtained, and oy whom.

By . &

Describe where this
Primary Location: 1o

Record s kept and provide details of what format (s 1t kept b
v Formet: Fleass Choose

Rackup Location; e v Format Fleass Choose v
Remate Accessible: Yes | No

Roview/Upeate Date: (mm/dd frvvy)

Pravida any asamional partaining to thie F Racord a¢ nacesxary.

™ B 1U —

Figure: Describing Essential Resource

6. Use the second free-form data entry box to provide information about how
this essential resource is protected, maintained, and by whom.
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Essential Records/Resources Ve ]
Namve of Exsential Recore: LE. thauey Payral Database

Basential Record Type:

Oeacribe this Casantial Record; xpiain what it Le and how % Is wee¢ within your organtzation.

CeSribe where Record & Wept and Rroviae detals of
Primary Location: = ~ Format
Backup Location; e ¥ Format: v

Remate Accessible: Yes | No
Roview/Upeate Date: (mm/dd frvey)
Pravida any a¢amional informatian pertaining to thie Feeantial Recard a¢ naceexary.

L W]

Figure: Describing Protection/Maintenance of Essential Resource
7. Use the drop-down boxes to provide information where this essential resource
is kept and provide details of what format is it kept in.

e
BOLD Essential Records/Resources
Xethurazn Courky Cammslansr's Ofics - COOP - (3¢
ing
o Acbons » soie >

plann

Moin Meru | A,

Essential Records/Resources @9
Name of Essential Recore: LE. (Aguncy Payrul Database!
Essential Record Type:

Cescribe this Casantial Record; xpiain whot it Ls and how % |s weee within your argantzation.

w B Iu ' &

Describe the process of how thix Exsential Record & protected, mawntalned, and by whom.

oA . &

Describe where this Record s kept and provide detals of what
Primary Location:  # o5 ~ Formatr P

e
Backup Location:  # o v Format Fleoss v
Remate Accessibla: Yes | No

Roview/Upeate Date: (mm/dd frvvy)

Pravida any s¢cional informatian partaining to thi Feeantia! Racard s naceexary.

L W]

Figure: Essential Resource Location and Format

8. Identify whether the essential resource can be accessed remotely, from an
offsite location.
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e —
OLD Essential Records/Resources
Yetterasn Courky Cammusianar’s Ofics - COOP - (38
plar g
Actson wsie >

Essential Records/Resources

Name of Essential Recore: LE. {aquncy Pasrull Database!
Basential Record Type:

Oeacribe this Casantial Record; xpiain what it Le and how % Is wee¢ within your organtzation.

w B Iu

Describe the process of how this Exsentisl Record & protected, mawntained, and by whom.

L ] s &

Noview/Upeate Date: (mm/dd frvey)

Pravida any a¢amional informatian pertaining to thie Feeantial Recard a¢ naceexary.

By g a 2 =]

Figure: Remote Accessible

9. Use the free-form data entry box to provide any additional information
pertaining to this essential resource, as necessary.

10. Click “Save.”

Sample Report for Essential Resources
Following is a sample report for the essential resources section of a plan. Note that
the report presents all the information entered into the essential resources section of
the plan for each record.

SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

The following table identifies essential resources required by Springfield Public
Works to complete essential functions:

IDENTIFY ESSENTIAL RESOURCES, PLANS FOR LOCATION AND ACCURACY

SYSTEMS, AND DATA PROTECTION, ACCESSIBILITY OF AND

(PLEASE DESCRIBE IF NECESSARY) DUPLICATION, ESSENTIAL RESOURCES | CURRENCY OF
AND MOVEMENT RESOURCES
OF RECORDS (DATE)

Vital Record Name: Buildings The documentis | Primary Location: Review /

Security Program (BSP) kept in the 522 West 55th Street Update Date:
alternate Format: Hard Copy 06/15/2012

system/Filename: building security

The BSP incorporates specific coordinator's Backup Location: City

security elements including office. It is a living of Springfield Public

perimeter security measures, document that is | Safety
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addressing the prevention and reviewed and 106 W. Higgins Bldg.
detection of the unauthorized entry, amended 76

presence and movement of frequently. Springfield, XX 55551
individuals and vehicles into and Format: Hard Copy -
within secured areas, sterile areas, Paper

and buildings operations areas

(BOA). Itis the primary system Remote Accessible:

regulating document between the ves
City of Springfield and TSA.
Vital Record Name: Personnel Files Primary Location: Review /
522 West 55th Street Update Date:
system/Filename: Format: Hard Copy

Backup Location: City
of Springfield Public
Safety

106 W. Higgins Bldg. 76
Springfield, XX 55551
Format:

Remote Accessible:
No
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Drive-Away/Go Kits

Overview

The purpose of drive-away or go kits is to provide a plan to prepare a kit of essential
items that would be ready to drive away with in case of an abrupt need to vacate
your primary facility and/or to plan for exactly what would need to be taken to an
alternate facility.

You will see that this section has already listed many suggested items for various
types of drive-away/go kits: for administrators, budget/accounting, and for general
personnel. You can just select and quantify items required from these lists, add new
items to the lists, and add other types of kits as well.

&  Editing the Drive-Away/Go Kits
1. Click the “Drive-Away Kits (or Go Kits)” button on the Main Menu task button
list.

2. Review the list of items for each kit.
3. Click on the “Edit” button to the right of the name of the kit you wish to edit.

4. Use the Category drop-down box to designate what kind of item it is
(communications, forms, supplies, etc.).

5. Type in quantity, description, and comments to add any additional
information about this item.

6. Click “Save.” You will see that it will move to be listed with other items of the
same category.

7. Foritems already included in the list, type in the required quantities and
include comments for the next item you wish to include in the kit.

8. Click “Save.”
9. Repeat steps 7 and 8 for each type of item to be included in the kit.

10. To remove unnecessary items from the list, click on the red X button to the
right of that item.

11. Check to see that the list now appears as you wish it to be. Any items that you
removed will no longer appear in this list.

Adding and Renaming the Drive-Away Kits
1. Click on the “Add Kit” button at the top of the Drive-Away Kits screen.

2. Type in the name for a new kit.
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Select a category, quantity, and enter a description.
Click “Save.”
To rename a kit, click “Edit” and type in the new name.

Click “Save.”

N o o M »

Check to make sure the kits are now named as you wish them to be. If not,
repeat steps 4 to 5.

Sample Report for Drive-Away Kits
Following is a sample report for the drive-away kits section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Administrator Drive-Away Kit Quantities
Communication:
1. Television HD 5
2. Radio HiFi 6
3. Test items 6
Forms:

1. List of headquarters personnel phone numbers

2. Contact numbers for legal staff

Other:

1. Pots 6
Supplies:

1. Copy of plan 1
2. Copy of emergency operations plan 1
3. Office supplies 20

Pens, pencils, stapler, etc.

Budget/Accounting Drive-Away Kit Quantities
Forms:
1. Copies of contracts/agreements
2. Purchasing manual
3. Property inventory listing
4. Safety manual
Supplies:
1. Calculator
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Stapler and extra staples

Letter-size folders and expandable files
Pens and pencils/pencil sharpener
Legal pads

Stationery/envelopes

Nlo|a|w|n
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Communications

Overview

The Communications section allows you to list what modes of communication are
used within your organization, whether it be internal, external, mobile, or secure
forms. This section is also used to identify which modes must be arranged at an
alternate facility. Considering what communications resources are available and
required, it is critical for the operational success of your organization in a continuity
event.

The methods listed should ensure continued communications with staff, supporting
organizations, vendors, the public, and local media outlets.

You can reorder the list of communication resources by clicking your mouse on a line
and moving it up and down in the list. Once you release your mouse, the screen will
refresh with the new sort order.

Adding New Communications Resources
1. Start by clicking the “Communications” button on the Main Menu.

Figure: Main Menu — Communication
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2. Click the box “Add New Communication.”

Communications VE ]

Priority Communication Priority

Figure: Add new Communication

3. Type the name of communication (ex: SMS).

Figure: Name of Communication
4. To identify priority, select the drop-down arrow. Select high, medium, or low,
depending on the importance of the communication.

Figure: Communication Priority
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5. To identify type, select the drop-down arrow. Select voice, face-to-face, data,
or other.

Figure: Type of Communication
6. Type the quantity of the communication; for example, if your organization has
6 personal laptops, type a 6 in the box.

Nome of Communication
Priority:

Quantity:

Figure: Communication Quantity
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7. ldentify if the form of communication is for internal use, external use, has
mobile capability, and/or is secure, by clicking the boxes to the left. You may
select more than one option.

Nome of Communication

Figure: Communication Safety
8. Inthe fillable box, type a description of your communication.

Figure: Description of Communication
9. Click “Save.”
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Adding Communications by Importing

1. Click “Import Communications.”

Messages

Prorty Communkation Prinrity

Figure: Importing Communication
2. Click the boxes to the left of the communications you want to import, then
click “Ssave.”

Figure: Importing Communications Selections
3. Ensure the correct communications were imported to your plan.
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Sample Report for Communications
Following is a sample report for the communications section of a plan.

SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Communications

The ability to communicate with internal and external resources during events will be
vital to the operations of the City of Springfield Public Works/Payroll. Internal and
external resources could include City of Springfield Public Works/Payroll staff, partner
organizations, emergency responders, vendors, the media, and/or the public.

The City of Springfield Public Works/Payroll has identified below the various modes of
communication that currently exist and/or communications that must be arranged
at an alternate facility. The communications are listed in order of priority and include
a written description for each. Also, each communication item identifies whether the
communication is for internal/external use, mobile, or if it requires any level of security

medasures.

Prior . .

ity Communication Priority
Vi
e
w

#1 800MHz radios High /
E
di
t
Vi
e
w

#2 Cell Phones High /
E
di
t
Vi
e

Government Emergency Telecommunications . w
#3 X High /
Service (GETS) .

di
t
Vi

e
#4 Mobile Communications Center High w

/

E
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di

Vi

#5 Fax Machine /

#6 Facebook (Emergency Management) /

#7 Twitter /

#8 Hard Line Phones Low /

#9 Ham Radio Low /

#10 Warning Siren High /
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Security, Access Control, and Evacuation

Procedures

Overview

The purpose of security, access control, and evacuation procedures is to identify the
physical and systems access controls for each of your primary and alternate
facilities. Any organization requiring access controls for operations at its primary
facilities should also have equivalent access controls for its operations at an
alternate facility.

This is also the place to identify communications and information systems available
and evacuation procedures for each facility.

Note that since this information is generally the same for each individual facility,
regardless of whose plan may use that specific facility; this information may be
provided from a master database. In that case, you would not need to edit this section
of your plan.

Also note that many organizations already may have documentation in standard file
formats covering this information. If so, you can note that in the relevant portion of this
section, and then attach the files using the File Archive function.

Editing the Security and Access Control Information
1. Click the “Security and Access” button on the Main Menu.

[E]BOLD =

Figure: Main Menu — Security and Access
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2. For each facility listed, click on the “Edit” button to the right of that facility.

Main Menu |

Security, Access & Evacuation ]

v ess le i is de
Public Health Department - Emergency Preparedness and Response - (COOP) - (154) e
Instance: 7470 20d 91596 20dd

e Your Plan

Facility

Security and Access Controls Information

Alternate Facllity / Primary Facllity

Data Center
1456 East End Road
Springfield, TN 34589

Access Controls / Physical:

Access is controbed by standard departmental RF 10 Keycard / 10 Badge.

Communications and Information Systems / Cyber :

Computer systems are sccessed using departmental user 10 8nd passward

Evacuation Procedures:

Evacuation procedures are leeatod near 3l axits. A copy is also foaded In the fila archive section of this plan.

Alternate Facllity / Primary Facility

Public Health Department Headquarters
2500 Chaciotte Avenue

Noshille, TN 37209

usa

Access Controls / Physicali

Accees s controlied by standard departmental RF 10 Kaycard / 10 Badge

Communications and Information Systems / Cyber :

Camputer systams are accessed using departmental user 10 and passward. c I .

Evacuation Procedures:

Evacuation procedures are located near all exits. A copy is aiso loaded in the file archive saction of this plan.

Alternate Facility

Southside WIC Nutrition Center
3718 Nelenswille Pike

Nashville, TN 37211

usa

Access Controls / Physical:

Access s controied by standard departmentsl RF 10 Keycard / 10 Badge.

Communications and Information Systems / Cyber :

Camputer systems are accessed using departmental user 10 and password. s

Evacuation Procedures:

Figure: Editing Facilities Under Security, Access & Evacuation
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T 1 is de
E Bl N s B Public Health Department - Emergency Preparedness and Response - (COOP) - (154) Mo Account - User Manager

" nag
planning Instance: i-0767b2ed9t560 20dd

s o ran s
Security, Access & Evacuation VL
Access Controls / Physical Access:

By

&

z2@Dam Sourcs @

Access it controlled by standard departmental RF 1D Keyeard /1D Badge

Communications and Information Systems Security / Cyber Security:
% B 1Y A : £ E &

2 @ = 2 @

Computer systems are accessed using deparimental uset 1D and password

Evacuation Procedures:
¥ B I YA - I= &

@D 2

Evacuation procedures are located naar all axits. A copy Is also loaded in the file archiva saction of this plan

Copyright © 2004 - 2021, BOLDplanning, Inc., ANl rights reserved Privacy Polcy  Tarms of Usy

Figure: Describing Security, Access & Evacuation
3. Use the free-form fill-in boxes to describe:
e Access controls/physical access
e Communications and information systems security/cybersecurity
e Evacuation procedures

4. Click “Save.”

5. Check to make sure that the descriptions are as you wish. To make any
changes, click on the “Edit” button, again and save your changes.
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Sample Report for Security Access and Control

Following is a sample report for the security access and control section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Security and Access Controls for Public Health Department - Emergency
Preparedness and Response

SECURITY & ACCESS CONTROLS

The following security and access control measures are in place to restrict access to
the facility to employees and critical customers:

e Primary facility
o Data Center -
- Access is controlled by standard departmental RF ID keycard/ID
badge.
o Public Health Department Headquarters -
- Access is controlled by standard departmental RF ID keycard/ID
badge.
e Alternate facility
o Data Center -
- Access is controlled by standard departmental RF ID keycard/ID
badge.
o Public Health Department Headquarters -
- Access is controlled by standard departmental RF ID keycard/ID
badge.
o Southside WIC Nutrition Center -
- Access is controlled by standard departmental RF ID keycard/ID
badge.

COMMUNICATIONS AND INFORMATION SYSTEMS / CYBER SECURITY

The following measures are in place to send and receive secure communications
from the facility, as well as information systems and cyber security measures:
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e Primary facility
o Data Center -
- Computer systems are accessed using departmental user ID and
password.
o Public Health Department Headquarters -
- Computer systems are accessed using departmental user ID and
password.
e Alternate facility
o Data Center -
- Computer systems are accessed using departmental user ID and
password.
o Public Health Department Headquarters -
- Computer systems are accessed using departmental user ID and
password.
o Southside WIC Nutrition Center -
- Computer systems are accessed using departmental user ID and

password.
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Test, Training, Exercising (TTE) and Plan

Maintenance

Overview
The purpose of training, testing, exercising, and plan maintenance is to help assure
that your plan is completed and updated in a timely manner. This also helps you
schedule reviews of the plan by your planning team on a regular basis.
The kind of activities you should schedule and track here are:

e Training

e Plan maintenance

e Tabletop exercise

e Functional exercise

e Full-scale exercise

e Continuity event/activation

e Other

See the “Help” button in this section for additional information about training, testing,
and plan maintenance.
Adding or Editing TTE/Plan Maintenance

Note that on the main screen for TTE/Plan Maintenance you have an option to allow
yourself to be reminded to update your plan on a regular basis.

All planners should be tracking activities through the TTE/Plan Maintenance module
of your system. All plan updates, participation in meetings and exercises need to be
tracked. This cheat sheet will guide you through updating the Test, Training, and
Exercise module of your system.

1. Adding events

a. From the Main Menu, navigate to the TTE/Plan Maintenance module by clicking
on the button in the Main Menu.

b. Click the “Add New Event” button.
Select the date of the event, whether in the past or in the future. Check the
“Send Reminder” box if you would like the system to automatically send email
notices to users with access to your plan at 30 days and 10 days prior to the
event.

d. Select the Event Type
Select the Event Status: Scheduled or Completed

f. Enter an Event Title
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g. Add a brief description about what you updated in your plan, or about the
exercise, meeting, or activation that you participated in. You may also want to
upload supporting documents to your File Archive and reference the file here.
Hyperlinking to the document is also supported.

h. Click “Save” when finished.

Edit Event B

Event Date: 03/28/2019 (mm/dd/yyyy) Send Reminder:

Event Type: Plan Maintenance $ Pandemic Event:

Event Status: Completed ¥

Event Title: Plan Maintenance / Updates 1.E. (Annual Table Top Exercise)

Please describe this TTE / Plan Maintenance Event

M B I UA- Sze- EE =4 - R@BEOSP a

L3}

Updated multiple Contacts:

« Removed retired staff.
» Added new staff with relevance to the plan.

Updated Orders of Succession and Delegations of Authority due to staff turnover.

Updated members of the Planning Team due to staff turnover.

Q Save ‘ Cancel ‘ Delete '
4

Figure: TTE/Plan Maintenance details page

Maintaining a Log of All Events

Keeping an updated list of all events (plan maintenance updates, meeting
participation, exercises, and real-world event activations) is an essential component
of a compliant plan. See below for an example of an updated TTE/Plan Maintenance

2 Waelcome, Standard Damo User.
BOLD TTE / Plan Maintenance Vot naus i b $1D - Damna (Rpisesnitin)
o R oioncy Your access level is Plan User
. Certified Hospice - (Emergency Continuity Plan) My Account
planning Instance: i-07d7b2ed9f59620dd
Main Menu E General Info Contacts Manage Your Plan » | Flle Archive ! Reports Messages | Administration Logout
TTE / Plan Maintenance P
Add Evant Remind me to update my plan every: Month  #
Date Event Title Event Type Status Create Date Send Reminder?
6/12/2019 Continuity of Operations TableTop Exercise Table Top Exercse Completed 1072372019 Yes &
5/15/2019 Planning Team Meeting Other Completed 10/23/2019 Yes w
4/17/2013 Planning Team Meeting Other Completed 10/23/2019 Yes -
3/28/2019 Plan Maintenance / Updates Flan Maintenance Completed 03/28/2019 No &
3/13/2019 Planning Team Meeting Other Completed 10/23/2019 Yes &

Figure: List of TTE/Plan Maintenance Events
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sample Report for TTE/Plan Maintenance

Following is a sample report for the TTE/plan maintenance section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

ANNEX M
TEST, TRAINING, AND EXERCISE

e This plan will be reviewed annually by all continuity planning team members
and approved by the deputy commissioner.

e The deputy commissioner will ensure training of all2FM - architecture,
construction, & security employees on the key aspects of this plan. This training
will be conducted at new employee orientation and quarterly staff meetings.

e This plan will be practiced annually by use of a tabletop exercise or a field
exercise.

e Support plans and communications equipment at the alternate facility will be
tested annually as part of the test, training, and exercise (TT&E).

e Equipment pre-positioned at the alternate facility will be tested annually as part
of the TT&E program.

e The exercise will include a test of the alert and notification procedures within
this plan, with and without warning, during duty and non-duty hours.

e The deputy commissioner or designee will identify, and incorporate lessons
learned and remedial actions from exercises into annual revisions of the
continuity plan.

The 2FM - architecture, construction, & security documents the past, present, and
future events that support test, training, and exercise program for their continuity
plan. These events are documented below in chronological order starting with the
most recent:

Event Title: Overview for 2FM
Event Date: 10/04/2011

Event Type: Training

Event Status: Completed

Description:
Introductory Training

Event Title: Plan Finalization Walk-Through
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Event Date: 6/15/2011
Event Type: Plan Maintenance
Event Status: Completed

Description:

Event Title: Initial Training
Event Date: 3/09/2011
Event Type: Training
Event Status: Completed

Description:

Full-day training on continuity planning at ABC Building for the 4 departments in the
first group (police, fire, public health, and aviation). This training is for technical
assistance and data entry for the xxx. Springfield.com system.




BOLDplanning COOP

Contacts Database

Overview

Your contacts database contains names, addresses, and contact information for all
your key staff, staff in other departments, organizations, or vendors with whom you
interact on a regular basis or who may be critical in times of a work disruption. It will
also contain the names of all staff who are members of the various continuity
planning teams. Do not forget to include your IT contact as well as the relevant
facility manager(s).

Add three ways to contact everyone in case of an emergency. Remember, you may
need to reach someone quickly during an emergency, and many emergencies do
not occur during regular business hours. Consider adding personal phone numbers
and emails in case organizational phone systems/emails are down.

Unless your organization is small, you do not need to add the names of all the people
in your organization. Staff rosters (usually in MS Word or MS Excel format) can be
attached to your plan using the File Archive section.

This is the ONLY section in which you can add contacts into your plan. But you can
always return to this section later to add more people.

The following steps should be taken to add a contact:

Adding Contact Using Import
1. Start by clicking the “Contacts” button on the Main Menu.

2. Click on “Import Contacts” button. (Pictured below.)

3. Select the boxes to the left of any names listed that are contacts for your
organization. Be sure to look through the entire list. Some people may be listed
near the bottom of the list in a sub-group.

4. Click on the “Import Contacts” button.

5. Check to see that the desired contacts are now in your list. Check to see if the
names are organized into the appropriate sub-group or department. If they
are incorrectly listed, or if there are any other errors, edit the contact’'s name.
(See sections 9.3 and 9.4.)




BOLDplanning COOP

Main e [ Genesal Info | Contacts | Marnaqe Yisir Flam > [ File drchive

Contacts @e

Ermiristraenn

Chief Executive Office

Chty Manager

Chy Secretary

Adé Coniact
oot N
Mayars Office
Do = Tomey, Bryan - Mansge

Q— 0] Emergency Management
Sabb=h, Ohver - EM Cosrdinator
llﬂllclﬂ&.‘- ‘ T ron - Diractas
Eauig0a Coniacts \ Information Technology

Gis

Technology

Figure: Importing Contacts
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Adding Contact without Using Import

1. Inthe Contacts Database, select “Add New Contact.”
Choose a member type: key staff (leadership), staff, non-staff (contractors).
Enter first, middle, and last names.

TN ARN

Using the dropdown or by typing directly in the boxes, add the employee’s
department and division.
5. Enter the employee’s title.

a. *Tip: It is helpful to think of this contact card as belonging to this
position, rather than the person. Positions remain while the person who
fills them can change. Normally, a contact is assigned to a team or
order of succession based on their position, so when that person leaves
you will replace them, but that position will remain on those teams,
orders, etc.

6. Using the Location Quick Pick or by typing directly into the fields, enter the

employee’s primary work location.
7. Add the employee’s contact information. The standard points of contact for
each person in your plan are Work number, cell number (work and personal),

work email, and personal email.

Address, Phone, Email

Contact Details

Member Type* Salect v Department
First Same Division

Location Quick Pick

Addross Ext

City
State
21P Code

|||||||||||

Figure: Contact Details form

Editing or Deleting a Contact

1. Start by clicking “Contacts” on the Main Menu.

2.
3.
4.

Click on the name of the contact you wish to edit.
Edit any of the displayed data for this contact.

Click “Save.”
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5. Check to see that the contact is listed appropriately in the Contacts database.

Reassignhing a Contact

If an employee leaves or transfers, users can now easily make multiple assignment
changes simultaneously rather than changing each of that person’s assignments
individually.

To reassign, select a contact.

—
B L Contacts
Yefferson County Commssaner's Ofice - COOP - {36)
planning

Hom Werm | Han >

Contacts

Figure: Selecting a Contact

Click on ‘Reassign Roles.’

m—
BOLD Contact Information
Jeffiesons Courty Cumemasisnars Office - COOF - (36)
thava - e »

planning

Address, Phone, Email

Contact Details

Member Type® SLafl v Department

st Wave  Areros Division
Middie Name Title
Last hame swsin

Location Quick Pick A

Adaress 133 72123 [
ama-6238
oy -
State T ~
ZIP Code 1736 Werk Email o fieetn o
~g1u Othar Emus
Contacts Custom 1
Comments

— ) — ) —— ) ZEIE )
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Select the person you wish to reassign the roles to from the drop-down and the roles you wish to
reassign. When you are finished, click ‘Reassign.’

Figure: Reassigning a Contact

Adding a Vendor
The following steps should be taken to add vendors to your Contacts Database:
1. Inthe Contacts Database, select “Add New Contact.”

2. Choose “Vendor/Other” from the Member Type dropdown.

3. Enter first and last names of the vendor point of contact.

4. Using the dropdown or by typing directly in the boxes, add the name of the
vendor/company.

5. Enter the title of the vendor point of contact.
Enter a description of the product/service, and a related contract number or
reference number.
Enter the vendor’s work address.

8. Add the vendor’s contact information: work number, cell number, and work

email.




Address, Phone, Email

N

Contact Details

Mamiber Type*
Fiest Name Title
Last Name Product/Service

Planaing Partner Contract Number

Lecation Quick Pick Selact
Address

city
State Suact -

Z1P Code

Comments

Vendae/Company *

Homa Numbar
Work Number Ext
Cell Number

Fax Number

Additional Nusnbar

additionsl Number

Work Emall

Parscnal Cmail

Waebsite

—_— e e
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Figure: Adding a Vendor to Your Contacts database
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Sample Report for the Contacts Database
Following is a sample report (contacts roster) from the contacts database. Note that
it first presents key staff, the staff, then non-staff, and finally, vendor/other. These are
the four member types.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT
City of Springfield - Department of Public Works - Administration -
H R Contacts Roster

PHONE
TITLE/AREA OF TEAM NUMBE
KEY STAFF RESPONSIBILITY ROLES | RS EMAIL ADDRESS
Deputy Reloca
Richard Abblet F:ommissioner - tion
Finance/Budget/V | Team
oucher
Administrative
. . Suppor
Services Officer
Jane Crowley t Team
IIl/Human
Resources
Work:
. Continity Planning 555- Gardner@cityofspringfield.
Bridget Gardner Project Manager 663- org
1234
Work:
555-
123-
2897
Managing Deputy Home:
Commissioner 555-
Arnold Milton HR/IT 567-
Telecom/IT/Teleco 8976
m Cell:
555-
678-
0987
TITLE/AREA OF TEAM PHONE
STAFF RESPONSIBILITY ROLES | NUMBE | EMAIL ADDRESS
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RS
Work:
o 555-
Williom T Bacon MonoZLglr(;::rc]:?:ilities 234~
1234
Work:
555-
123-
- . Assistant 3456 Sanders@ex.cityofsprimdfi
Williom Francis . )
Sanders Commissioner/Hu Cell: eld.org
man Resources 555-
123-
8976
PHONE
TITLE/AREA OF TEAM NUMBE
NON-STAFF RESPONSIBILITY ROLES RS EMAIL ADDRESS
Cell:
Licison to Executive 555-
Thomas Test .
Office 123-
9087
PHONE
TITLE/AREA OF TEAM NUMBE
VENDORIOTHER RESPONSIBILITY ROLES RS EMAIL ADDRESS
Cell:
Harold White Springfield 555-
Systems, Inc. 123-
5612
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Hazards/Risk Assessment

Overview

The purpose of the hazards/risk assessment section of your plan is to identify the
various types of events that could occur and potentially impact your organization'’s
ability to operate. Look at the “Help” button in this section of the plan for more
information about how to address this section.

Note that some organizations may choose not to utilize this section of the plan. In this
case, this button may not appear on your Main Menu button list.

Editing Hazards/Risk Assessment Using Import
1. Click on the “Hazards/Risk Assessment” button on the Main Menu button list.

BOLD =

Figure: Main Menu — Hazards/Risk Assessment

2. Click on the “Import Hazards/Risks” button.
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—w Emergency Management Demo - (COOP) - (149) :o:u:&‘::::k;:,‘:q,.::,"
planning Instance: 1-07d7b2ed 91596 2edd
Hazards / Risk Assessment J

Priority Risk Risk Rating

o Man-Made Physical Disruption 175 - Low B L1 S R -
22 Earthquake 1.55 - Low xﬁ‘ﬂ ‘ MH: ‘
a3 Dam Ar Leves Failure 1.9 - Low e ﬂl“
o4 Hazardous Materials Incident (MAZMAT) % %
*5 velcamic Erpeon )
o Yomade . T W R— - )
i Riverine Flood [ 1) N J—...C- )
28 Extreme Weather - Winter Storm 3.55 - Migh M W
o9 Extrema Weather - High Temperature % m‘
29 Power Outage 3.5 - Migh View Eat g Aconiit g
#11 Severe Thunderstorms ‘,' m‘ a ‘ MI“

Copyright £ 2004 « 2021, BOLDplanning, Tnc., A8 Privacy Policy  Tarms of Use

Figure: Import Hazards/Risks
3. Click on the box to the right of each hazard/risk you wish to import.

4. Click on the “Import Selected Risks” button.

s Emergency Management Demo - (COOP) - (149) Progboiiord iyl
planning Instance: -07d7bled9IS9620dd

Hazards / Risk Assessment ¥
Qra ol Hazarial  e—

e Risk Rating | emssccmey Jssannes g
Fire 3.4 - High
Man-Made Technological Disruption 2.9 - High
Hurricane
Wwildfire
Flash Flooding a

Version: 21.03.164 Copyright © 2004 - 2021, BOLDplanning, Inc., All rights reservad Privacy Paly  Terms of Use

Figure: Select boxes, Import Selected Risks

5. Click on the “View/Edit” button.

6. Review the data provided for the imported hazard/risk.
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7. Make any necessary edits to the information in the drop-down boxes or the
free-form fill-in boxes.

8. Click “Save.”

hw Emergency Management Demo - (COOP) - (149) :.3“;:::::-’3117;:;;:90
planning Instance: 107d7b2ed 9396 2edd
Menage Your Plan » roe Archive : Messages
Hazards / Risk Assessment @
dtilvmiiEeg [iibuaniing
Priority Risk Risk Rating
o1 Man-Made Physical Disruption 175 - Low
=2 Earthquake 155 - Low
a3 Dam o Levea Falure 19-Low
4 Hazardous Materials Incident (HAZMAT)
a5 Velcanic Eruption
o6 Pandemic Event
27 Tornadoe
o7 Rivarine Flood
28 Extreme Weather - Winter Storm 3.55 - High
o9 Extremae Weather - High Temperature
=9 Power Outage 3.5 - Migh
011 Sevare Thundarstorms

ghts rasarye Tarms of Usq

Figure: View/Edit a Hazard

. My Account - User Manager
anning Instance: 1-07d7b2ed915962cdd

BOI D Hazards / Risk Assessment Vour caommarea 18 Kmytts
1 Emergency Management Demo - (COOP) - (149) Your access level s dev
P

Main Menu [T F Administration
Hazards / Risk Assessment ]
Risk Name: Man-Made Physical Disruption Risk Type: Man-Made fsk v
® B8 1 UM : 3 & - RREO® W Source @&

s any intentional, inadvartant, or accidental physical actions takan by an individual or group which rasults in a disruption
n services, damage to property, threat 1o Injure, or actualized injury or harm. This Includes acts of satotags, bombing or bomb threats, threats of bodilty harm,
physical or firearm redated violence, vandalism, terrorism, thett. or kkinapping. These actions can range from a direct action, a suspicious looking package or letier,

Mk Damcriptions 10 telephanad or emaded threats. It does not matter f persen of group Intands on folowing through With the threat: the fear of a threat s cause encugh 1o create an

operational disruption. None of these events have to take place at 8 worksiie to create a disuption.

Thesa disruptions can cause secondary hazards, and long term economic costs from lost revenus, closures and fadure to thrive for regional mdustries can be

w8 1 U A : = = & - S RESS Source &

Potential Impact of Event  The most common form man-mada disruptions takes ara genaraized physical threats. A threat can generate fear among both the racipiant and co-workers,
Including financial costs ragardiess of whether thay were tha target or not. Tha range of impact from a threat can rangs to the W&t productivity and emotional weil-being of an individuai 1 an

evacuation and loss of productivity and sensa of well-bring to an entire region wide organization. Comparatively, random acts of vandalem can create a sense of

Probability: * 1 - Unlikely v Warning Time:* 4 - Less Than 6 Hours v
Magnitude / Severity:® 2 - Umited v Duration:* 1 - Less Than 6 Hours v

Figure: Edit the Information About a Hazard

Editing Hazards/Risk Assessment Without Using Import

1. Click on the “Hazards/Risk Assessment” button on the Main Menu button list.
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BOLD Main Menu
Jefferson Courey Commiasianer's Office - COOP
3
n e xars » 0

planning

People

[ —
LR )] AT )

Figure: Main Menu — Hazards/Risk Assessment

2. Click on the “Add Hazard/Risk” button.

hv Emergency Management Demo - (COOP) - (149) :Ooy“::(c:::l,r‘l:;r‘;la::gn
planning Instance: 1-07d7b2ed 915906 2edd

Menage Your Plan » e Archir Repo!
Hazards / Risk Assessment @ -

Priority _Risk Risk Rating

o1 Man-Made Physical Disruption 175 - Low View ESL__) Aol g
2 Earthquake 155 - Low M‘E ‘ P mm== ‘
a3 Dam or Leves Failure 1.9 - Low [T - ﬂ“
o4 Hazardous Materials Incident (HAZMAT) Viow E3 ) Actentnt )
#5 Vol Erption ) )
9 Jomade: % %
®7  Riverine Flood [—L T N —- - ]
28 Extreme Weather - Winter Storm 3.55 - High M _w
a0 Extrema Weather - High Temperature % w
29 Power Outage 3.5 - Migh W‘a ‘ . wg ‘
o1 Sever Thundersirme R )

Copyright £ 2004 - 2021, BOLDplanning, Tnc., Al Privacy Poicy  Tarms of Use

Figure: Add Hazard/Risk

3. Complete the information required in the drop-down and free-form fill-in
boxes.

4. Click “Save.”
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ol an rhnug Emergency Management Demo - (COOP) - (149) %E:&}ET;E%:&‘;};;;RM
[ Conects [ Manege Your Plan » G Reports Mesagas
Hazards / Risk Assessment rl
g igy
Risk Name: Risk Type:  Select v
¥ B I UA - FEE S - Sa@3a P Source &

Risk Description:

MBI YA EE = & - RaROs Source | @
Potential Impact of Event
Including financial costs
Probability:* Select ~ Warning Time:* Select ~
Magnitude / Severity:*  Seolect v Duration:* Salect

* Required

Version: 21.03.164 Copyright £ 2004 - 2021, BOLDplanning, Inc., All rights reserved Privacy Polcy  Terms of Use

Figure: Editing Information About a Hazard
5. Click on the “Action List” button to the right of the hazard/risk.
6. Click on the “Add New Action” button.

T rhnvg Emergency Management Demo - (COOP) - (149) 55,3(}}}?:55%&3?&::“.6‘
Menage Your Plan » Messages
Hazards / Risk Assessment @
~ltiiiis g Jpituaniing
Priority Risk Risk Rating
LR Man-Made Physical Disruption 1.75 - Low View | ESt Ackon List

=2 Earthquake 155 - Low %‘ \ AacoLt ‘
LE] Dam or Leves Failure 1.9 - Low \ Nen Bt ) &M
o4 Hazardous Materials Incident (HAZMAT) ViwlES__) Actentnt )
5 Voomctrmpaon ) el )
o6 pandemictrem T ) L )
7 Tomae )
s sl ) L )
28 Extreme Weather - Winter Storm 3.55 - High F T -
a9 Extrema Weather - High Temperature VonlEal g Attt
&9 Power Outage 3.5 - Migh Vln‘ a ‘ 25’! List ‘
#11 Severe Thundorstorme ) el L )

LDplanning, Tnc., A8 rights rasarvec Priva v Tarms of Use

Figure: To Add New Action — Action List
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| = = Emergency Management Demo - (COOP) - (149) !.T,"Z&‘J:.T.'.'L"I.'.’L".Z‘.q.,
planning Instance: -07d7b2ed95962edd
Contacts anage . Rep0ts 0552905

Hazards / Risk Assessment

Preparedness (Pre-Event) Actions for Man-Made Physical Disruption W
Action

# Develop 3 COMMUNICITEN PLAN/PHONS (ree 1 ey STATT and Manragemant Nithin the arganaacion W w
2 Instal & physical securty system -
3 Inspect emargency back up POWer SoUCas/reguiators for utities., & Dseng
4 Train personnel in detecting and reporting procadures for bamb theats -l o)
s Identify emergency evacuation Feutes from facisty - =9
" Ersure each employee has prepared en indvidudl, seasonaly-appropriate 72-hour kk it O
27 Prepare a sufficlent number of preparedness and 72-hour kits for each facllty P &
.aa Instruct all persornel on the preparation of individual 72-hour kits % ) »
9 Insoect nergescy prep and 72+ kot on & quarterty basis @ a

#10 Train employees in hosage/threat reporting tactics that do nok expese thelr situation ‘W Sny
Response (During Event) Actions for Man-Made Physical Disruption W
Action

1 Priaritze ife safety. Eat ‘ w
” Con o111 e e )
23 Report the detection of any suspiious obje bomb device @ w

Copyright © 2004 - 2021, BOLDplarning, Tnc., Al rights reserved Privacy Paly  Terms of Use

Figure: Add New Action

7. Decide what this action'’s role & phase is for and click on the box to the right of
the selected phase.

e Preparedness (pre-event)
e Response (during event)
e Recovery (post-event)

e Mitigation

8. Write a description of the action into the free-form fill-in box.
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Add New Action - Man-Made Physical Disruption [ ]

Proparedness (Pre-Event) |  Response (During Event) || Recovery (Post Event) (] Mitigation Vuinerabie Needs ITOR - Response - Finance L] rToR

Responsa - KR

% B 1 Y A Sio - E B &

Figure: Description of New Action
9. Click “Save.”

10. Check to make this information entered is correct.

Emergency Management Demo - (COOP) - (149) T s
planning Instancel -07d7b2ed9IS962edd

Hazards / Risk Assessment

|| Preparedness (Pre-Event) Actions for Man-Made Physical Disruption

Action
# Doveiop 3 COMMUNICAToN PLaN/PhoNe tree far kay GLalT and Maragemant ithin the organaation
2 Install & physical secunty system
#3 Inspect back up power for ytiities.
24 Train personnel in detecting and reporting procedures for bomb threats
25 Identify emergency evacuation reutes from facity
"0 Ersure each employee has prepared an indnidusl, seasonaly-appropriate 72-hour kit
27 Prepare a sufficlent number of and 72-hour kits for each facllzy
8 Instruct a8 persornel o the preparation of individual 72-hour kits
9 Inspect preps: and 72-hr kots on & quarterly basis
210 Train employees in hostage/threat reporting tactics that do not expose thelr situation,

|| Response (During Event) Actions for Man-Made Physical Disruption

Action
21 Prioritze i#e safety
2 Ca 8-1-1
3 Report the detection of any suspidous bomb device

Privacy Policy  Terms of Use

Figure: Edit/Delete a Hazard

1. Use the “Edit” or “Delete” button to the right of the action to make changes or
deletions.

12. Repeat steps 7 to 12 for all actions considered for this hazard/risk.
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13. Click on the “View all Risks” button.

14. Check to be sure that all hazards/risks are listed as you wish them to be.

Reordering the List of Hazards/Risks

1. Place your cursor over the item in the list of hazards/risks that you wish to
move to another position. (The list must contain at least two items.)

2. When you see the crossed arrows, hold down the left cursor and drag the item
to the new position.

3. Release the cursor when the item is in the new correct position in the list.

Your access level 5

b B’ Emergency Management Demo - (COOP) - (149) My Account - User m-:v
e

planning  ~ T T nan cu: 1-07d7h 209135620kt
Hazards / Risk Assessment >
diihymi/Be g Jootiueniing

Priority Risk Risk Rating

" Man-Made Physical Disruption 1.75 - Low " View / ESt ‘ Ackon List ‘

=2 Earthquake 155 - Low W‘E‘ ‘ p mmm-g ‘

a3 Dam or Leves Failure 19 Low ¢ View B3 Josnlnt )

o4 Hazardous Materials Incident (HAZMAT) Viow ES__) Actentint )

a5 Velcanic Eruption 2 T - ' Aot )
Lee__rondemiceven J e oy

A Yomade % %

o7 Riverine Flood M Sicalin ‘

28 Extreme Weather - Winter Storm 3.55 - High ,M R—— ‘

a0 Extrema Weather - High Temperature M‘g ‘ %

=9 Power Outage 3.5 - Migh Vln‘a ‘ gmuu ‘

o1 Severe Tundarstorme T T )

Copyright © 2004 - 2021, BOLDplanning, Tnc., Al rights resaryec Privacy Poicy  Tarms of Use

Figure: Rearranging Hazards
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=10 Extreme Weather - Migh Temperature Vhew  Edb ‘ HI.- ' 9

w1 Power Outage 2.5 - High 10— M
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Figure: Rearranging Hazards

4. Check to see if the hazards/risks are now displayed correctly.

Sample Report for Hazards/Risk Assessment

Following is a sample report for the hazards/risk assessment section of a plan.
SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Risk Risk Risk Type [ Risk Description Risk Impact
Rating
Pandemi | Biological | A disease epidemic | Impacts could
c Event Risk occurs when there are | include a significant
more cases of that | shortage of

disease than normal. [ personnel in the
A pandemic is a [ workplace, putting a
worldwide epidemic | strain on operations.
of a disease. An [ Additionally, medical
influenza  pandemic | facilities  will  be
may occur when a | strained with
new influenza virus | demands to care for
appears against [ both influenza and
which  the human [ non-influenza
population has no | patients.
immunity. If a
pandemic were to
occur today, we could
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expect the virus to
spread rapidly due to
the  interconnected
nature of the world
and the high level of
global travel.
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References/Authorities

The purpose of references/authorities is to provide information on the various laws,
ordinances, executive orders, etc. mandating the continuity/emergency planning
requirements. While new references or authorities can be added here, you will
generally not be editing this section of the plan. All existing general ones are already
pre-loaded into the system.

View Plan

Overview

Reports from and for your plan are automatically populated with your data and
formatted as you fill in the screens, and the better the data is that you include, the
completer and more useful your reports will be. Your reports can be accessed either
through the Main Menu or the Navigation Bar.

The following are the two main categories of reports available from the Report
screen:

1. Main Plan: The narrative portion of your plan. The main plan lists the
authorities and references and describes, in narrative form, the concept of
operations, procedures and the different phases of an event (activation,
alternate operations and reconstitution). Most of the main plan is common to
all plans. It contains the general overview of what the plan is, its various parts,
and how it will be activated.

2. Annexes (appendices): This is the data for your plan in list and table form. The
Annexes have most of the specific data related to your organization.

The annexes correspond closely to the various parts of the continuity planning
system that you will be filling out as you develop your plan. This is where you enter
and then report on the information unique to your organization. The report annexes
are:

e Annex A — Teams and Responsibilities

e Annex B - Facilities

e Annex C — Essential Functions

e Annex D - Orders of Succession

e Annex E — Delegations of Authority

e Annex F — Alert Notification Procedures

e Annex G — Essential Resources

e Annex H - Drive Away/Go Kits
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e Annex |- Communications

e AnnexJ — Security Access Control

e Annex K — Family Disaster Plan

e AnnexL — Devolution

e Annex M — Test, Training, and Exercise

e Annex N - Facility Evacuation

e Annex O — Contacts

e Annex P — Pandemic Planning

e Annex Q — Risk Assessment

e Annex R — Risk Specific Action List
Your organization may or may not make use of all the annexes, but if you do, most of
the various reports can be formatted in three ways:

e HTML

e Word

e Summary (Excel spreadsheet)

HTML is good for a quick look at how the report will look if you have no need to save it
or print it out immediately. Word format is for final saving or printing. The summary
format, using Excel, is useful if you want a more concise format or easier
manipulation of the data.
Sample reports like the ones you will generate from the system are provided in this
plan user guide. For each of the sections of your plan these sample reports will be
included in the appropriate section. If you see the following SAMPLE REPORT HEADER
on the page, you are looking at a sample report for that section.

SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT SAMPLE REPORT

Viewing or Printing Plan Reports
1. Click on the “Reports” button on the Main Menu button list or task bar.

2. Decide on which section of the plan you wish to report on.

3. If you wish to see the report using an Internet browser window (helpful if you
just want a quick look at the report or if you do not have Microsoft Word or
Excel available on your computer), click on the HTML icon to the right of the
relevant section of the report.
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4. If you wish to save or print out the report, click on the Word icon to the right of
the relevant section of the report.

5. If you wish to save or print out a spreadsheet of the report, click on the Excel
icon to the right of the relevant section of the report.

Status Reporting

The status light bar (red, , green, or grayed out) lets you know to what extent
each section of your plan is complete. The status bar is initially grayed out as you
start to work on each section of your plan. When your plan is ready to be reviewed by
your plan manager, or by BOLDplanning staff working on behalf of your organization,
the status bar will be lit up as each section is reviewed.

The reviewer will assign a status to each section based on the relative completeness
of each section. A green light indicates that the section appears to be complete and
there is a sufficient level of detail to meet the requirements of a plan. A light
indicates that an effort has clearly been made, but that there is still obvious work to
be done, such as adding phone numbers or email addresses for listed contacts, or a
missing mission statement in the General Information screen. A red light indicates
that no or virtually no work has been done on the scored section.

The plan reviewer will leave a commment for each section, explaining what changes or
additions are still required. After your plan has been reviewed, you can check your
plan status by looking at the Reports screen. You can look at the specific comments
left by the plan reviewer for each section. You will be requested by your organization
to go back to any section with a or red light to complete that section and it
will then be re-reviewed.

Note that you will only be able to check the status of your plan after it has been
reviewed.

Checking the Status of Your Plan

1. Click on the “Reports” button on either the Main Menu button list or task bar.
2. Decide which section of the plan for which you wish to check the status.

3. Place your cursor over the status bar. When the hand appears, left click. (If no
hand appears, then your plan is not in a “reviewed” status.)

4. Read the comments left by the plan reviewer and note what changes or
additions you may need to make for this section.

5. Click either “Save” or “Cancel.”

Running an Audit Log Report
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Within the BOLDplanning platform, you can run an audit log to see the changes users
make within your plan. You can select the plans you wish to audit and can also
choose the timetable you wish to audit, as well.

1. Click on the Administration tab on the Main Menu page.

BOLD Main Menu
Jefferson Courey Commsianer's Office - COOP - {36
3
n e s » | avle » |

planning

&

Main Menu

Plan

e

W% J—_—

Places

T ]
Things
() e AT

2. Under the “Users” buttons, click on the “Audit Logs” button.

= A s - e Your access level 15 o
. Accelior Corporation Executive Management - (Business Continuity Plan) - (59) "‘;u;:w:f:,?:.,';,:.v,q.,
planning Instance: i-07d7b2ed9f5962edd

Main Menu General Info Contacts Manage Your Plan » Flle Archive Reports Administration Logout

Administrative Controls

Plans Users Reports Surveys

Version: 21.03.171 Copyright © 2004 - 2021, 80LDplanning, Inc., All rights reserved. Privacy Palicy Terms of Use

3. Choose the plan you wish to audit.
a. After selecting a plan, choose what users you wish to include in the
audit log.
b. After selecting the users, select a start date and end date for the report;
what timetable are you wanting to audit?
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. - - o A p Your access Ievel s aev
. Accelior Corporation Executive Management - (Business Continuity Plan) - (59) My aAccount - User Manager
planning Instance: I-07d7b2ed9f596 2edd

Main Menu | General Info Contacts Manage Your Plan » File Archive Reports m Administration Logout

Audit Log

To view activity within the system: select a Plan and/or User, then enter a date range.

Plan: | 4y pians

*MasterSystem* - COOP
[Accelior Corporation - Master Data Area)

Accelior C = 0 Plan - O Plan

Sehcy LUp gency

IT Disaster Recovery - Emergency Operabons Plan
Accellor C: - (= Plan

Accelior Corporation Finance Department - Business Continuity Plan

Accelior Corporation Human Resources - Business Continuity Plan
[BOLDplanning College - Master Data Area]

Leeds College - Emergency Operations Plan

User: al users »

Date Range (MM/DD/YYYY)

| Start Date: 08/09/2021 & End Date: |08/09/2021 |

e Y—r———

Version: 21.03.171 Copyright € 2004 - 2021, BOLDplanning, Inc., All rights reserved Privacy Policy Terms of Use

4. After selecting the correct criteria, you can either click the “View Online” button
(to view the report in html form), or you may click the “View in Excel” button (to

view in Microsoft Excel).

. - - o o p Your access Ievel s aev
. Accelior Corporation Executive Management - (Business Continuity Plan) - (59) My aAccount - User Manager
planning Instance: I-07d7b2ed9f596 2edd

Main Menu | General Info Contacts Manage Your Plan » File Archive Reports m Administration Logout

Audit Log

To view activity within the system: select a Plan and/or User, then enter a date range.

Plan: | 4y pians

*MasterSystem* - COOP
[Accelior Corporation - Master Data Area)

Accelior C = 0 Plan - O Plan

Sehcy LUp gency

IT Disaster Recovery - Emergency Operabons Plan
Accelior C: - (= Plan

Accelior Corporation Finance Department - Business Continuity Plan

Accelior Corporation Human Resources - Business Continuity Plan
[BOLDplanning College - Master Data Area]

Leeds College - Emergency Operations Plan

User: ajl users »

Date Range (MM/DD/YYYY)

Privacy Policy  Terms of Use

Running User Access by User Report
Within the platform you may also run “User Access by User” reports to check user
credentials and what plans certain users have access to.

1. Click on the Administration tab on the Main Menu page.
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2. Under the “Reports” buttons, click on the “User/Access Report by User” button.

= Z : 2 Your access level s o
. Accelior Corporation Executive Management - (Business Continuity Plan) - (59) ",u;‘zo.:f:.?:.,';.:.:w,
planning Instance: i-07d7b2edSf5962edd

Main Menu General Info Contacts Manage Your Plan = Flle Archive Reports Administration Logout

Administrative Controls

Plans Users Surveys

I
Ll

Version: 21.03.171 Copyright © 2004 - 2021, 80LDplanning, Inc., All rights reserved. Privacy Palicy  Terms of Use

3. A download of the report will now begin and will allow you to open the report in
Microsoft Excel.
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AL I | is di
. Accelior Corporation Executive M g 1t - (Busi Continuity Plan) - (59) M‘;”;:::::,z’:e,'sm:;q"
planning 1 i-07d 2edd

Main Menu Generai Info Manage Your Plan » File Archive Reports Messages Administration Logout

j )
LSS G RS

il

Version: 21.03.171 Copyright © 2004 - 2021, BOLDplanning, Inc., All rights reservad Privacy Policy  Terms of Use
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Running User Access by Plan Report
Within the platform, you may also run “User Access by Plan” reports to check user
credentials, view what plans exist within your platform, and what certain users have
access to regarding plans.

1. Click on the Administration tab on the Main Menu page.

BOLD

planning

Main Menu @
[F Py -
People
IR~ W [ ) \ A ST ] e AR ]
R )

Places
Things ‘
[ T Y

2. Under the “Reports” buttons, click on the “User/Access Report by Plan” button.
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3. A download of the report will now begin and will allow you to open the report in
Microsoft Excel.

. Accelior Corporation E tive M g 1t - (Busi Continuity Plan) - (59) ;‘;u;;:oc:::‘v:,l;:::.,"
planning -07d

Main Menu Generai Info Contacts Manage Your Plan = File Archive Administration Logout

Administrative Controls

Plans Users Reports . Surveys

e
|

Copyright © 2004 - 2021, BOLDplanning, Inc., Al rights reservad Privacy Policy  Terms of Use
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Interdependency Reports
Plan administrators may also use interdependency reports within the BOLDplanning
platform to perform gap analysis on selected plans. This feature allows you to see
where information regarding interdependencies may be missing within your plan’s
sections.

1. Click on the Administration tab on the Main Menu page.
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2. Under the Reports section of buttons, click on the “Interdependency Report”

button.

= A = X Your access level is dov
. Accelior Corporation Executive Management - (Business Continuity Plan) - (59)  my Account - User Manager
planning Instance: i-07d7b2ed9f5962edd

Main Menu General Info Contacts Manage Your Plan » Flle Archive 3 Administration Logout

Administrative Controls

Plans Surveys

Version: 21.03.171 Copyright © 2004 - 2021, 80LDplanning, Inc., All rights reserved Privacy Palicy  Terms of Use

3. In the Plan Selection drop-down menu, select the type of plan you are looking
for (e.g, COOP, BCP, EOP, etc.).
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My Account - User Manager
: i-07d7b. 2edd

Main Menu General Info Contacts Manage Your Plan » File Archive Reports Messages Administration Logout

Roll Up Report

I Plan Selection: COOP v I X Report Type: | Interdependency Report / Vital Records v Report Output: Excel v M

Select All  Search / Filter:

*MasterSystem* - COOP

Department of Information Technology - COOP

_| Department of Public Works - COOP

Emergency Management - COOP

L] Jeff County C i ‘s Office - COOP

Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

Jefferson County Information Technology Department - COOP

Metro Airport Authority Operations - COOP
Metro Airport Authority Security - COOP

Public Health Department - Director's Office, Administration and Finance - COOP

Public Health Department - 9 y Prepa and P - COOP

Version: 21.03.171 pyright @ 2004 - 2021, 80LDplanning, Inc., All rights reserved. Privacy Policy Terms of Use

4. Underneath the Plan Selection drop-down, click on the plans you wish to run a
report for.

. Accelior Corporation Executive Management - (Business Continuity Flan) =(59) My Account - User Manager
In g : i-07d7b!] 2edd

Main Meny General Info Contacts Manage Your Plan » File Archive Reports Messages Administration Logout

Roll Up Report

Plan Selection: COOP v 1 X Report Type: | Interdependency Report / Vital Records v Report Output: |Excel v M

Select All  Search / Filter:

*MasterSystem* - COOP

Department of Information Technology - COOP
Department of Public Works - COOP

-

Emergency Management - COOP

L] Jeff County Ci issi ‘s Office - COOP

Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

| Jefferson County Information Technology Department - COOP

Metro Airport Authority Operations - COOP

Metro Airport Authority Security - COOP

Public Health Department - Director's Office, Administration and Finance - COOP

Public Health Department - Emergency Preparedness and Response - COOP

Version: 21 021, BOLDplanning, Inc., All rights reserved.

5. In the Report Type drop-down menu, select what section of the plan you wish
to run the report for (e.g, Vital Records).
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ontinuity Plan) - (59)  my Account - user Manager
: 1-07d7b 2edd

Main Menu General Info Contacts Manage Your Plan » File Archive Reports Messages Administration Logout

Roll Up Report

Plan Selection: COOP v )‘I Report Type: | Interdependency Report / Vital Records v lzepon Output: | Excel v M

Select All  Search / Filter:

*MasterSystem* - COOP

Department of Information Technology - COOP

_| Department of Public Works - COOP

Emergency Management - COOP

L] Jeff County C i ‘s Office - COOP

Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

Jefferson County Information Technology Department - COOP

Metro Airport Authority Operations - COOP
Metro Airport Authority Security - COOP

Public Health Department - Director's Office, Administration and Finance - COOP

Public Health Department - 9 y Prepa and P - COOP

Terms of

6. In the Report Output drop-down menu, select how you want the report to run
(i.e., Microsoft Excel, Microsoft Word, or PDF).

W— .| S—— Accelior Corporation Executive Management - (Business Continuity Plan) - (59)  my Account - User Manager
planning i-07d7b: 2edd

General Info Contacts Manage Your Plan » File Archive Reports Messages Administration Logout

Roll Up Report
Plan Selection: COOP v 5 X Report Type:  Interdependency Report / Vital Records v| Report Output: Excel v |

Select All  Search / Filter:

*MasterSystem* - COOP

Department of Information Technology - COOP

_| Department of Public Works - COOP

Emergency Management - COOP

Jefferson County Commissioner’s Office - COOP

Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

] Jefferson County Information Technology Department - COOP

Metro Airport Authority Operations - COOP

Metro Airport Authority Security - COOP

_| Public Health Department - Di 's Office, Admini: and Finance - COOP

Public Health Department - 9 y Prep and - COOP

Copyright @ 2004 - 2021, BOLDplanning, Inc., All rights reserved. Privacy Policy  Terms of Use

7. Click the “Generate Report” button and your report will download.
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» | W—— Accelior Corporation Executive Management - (Business Continuity Plan) - (59)  my Account - User Manager
planning r 0742 2edd

Main Menu General Info Contacts Manage Your Plan » File Archive Reports Messages Administration Logout

Roll Up Report

Plan Selection: COOP v 0 X Report Type:  Interdependency Report / Vital Records v Report Output:  Excel v M

Select All  Search / Filter:

|| *MasterSystem* - COOP

] Department of Information Technology - COOP
|_| Department of Public Works - COOP

|| Emergency Management - COOP

| Jefferson County Commissioner’s Office - COOP

|| Jefferson County Finance Department - COOP

|_| Jefferson County Human Resources Department - COOP

"] Jefferson County Information Technology Department - COOP

|| Metro Airport Authority Operations - COOP
|| Metro Airport Authority Security - COOP
|_| Public Health Department - Director's Office, Administration and Finance - COOP

|| Public Health Department - E 9 y Prepa and P - COOP

Version: 21.03.171 Copyright @ 2004 - 2021, 80LDplanning, Inc., All rights reserved. Privacy Policy  Terms of Use

Deconfliction Report
Using the deconfliction report within the platform allows users to view overlapping
information that may cause issues when activating a plan. For example, regarding
COOP, a user may want to run a deconfliction report for facilities to see what primary
facilities are linked to certain alternate facilities. If the alternate facility has been
chosen for multiple primary facilities, the continuity planner may want to reassign an
alternate facility, if space is limited and cannot accommodate multiple primary
facilities relocating there all at once.

1. Click on the Administration tab on the Main Menu page.

BOI Main Menu
Jefferson Courky Commasianer's Office - COOP - {36
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planning
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2. Under the Reports section of buttons, click on the “Deconfliction Report” button.
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3. In the Plan Selection drop-down menu, select the type of plan you are looking
for (e.g, COOP, BCP, EOP, etc.).

Welcome, Rayla McManan: |
Roll Up Report Your Giansind 15 Kyl
Accelior Corporation Executive Management - (Business Continuity Plan) - (59) L‘;u;;f:::l?::,‘;‘:.:,“

planning Instance: -07d7b2ed9f5962edd

Main Menu General Info Contacts Manage Your Plan » Flle Archive Reports

Roll Up Report

IPIan Selection: COOP ~ I X Report Type: Deconfliction Report - Staff v Report Output: Excel v @

" Select Al Search / Filter:

ages Administration Logout

*MasterSystem* - COOP

Department of Information Technology - COOP
Department of Public Works - COOP

| Emergency Management - COOP

] County C: ‘s Office - COOP
Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

Jefferson County Information Technology Department - COOP

] Metro Airport Authority Operations - COOP

Metro Airport Authority Security - COOP

Public Health Department - Director's Office, Administration and Finance - COOP

C

Public Health Department - Emergency Preparedness and Response - COOP

Copyrig! All rights reserv Privacy Policy Terms of Use

4. Underneath the Plan Selection drop-down, click on the plans you wish to run a
report for.
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Welcome, Rayla McHanan.

Roll Up Report Your username is Kayla.
- i a & > o Your access level is dev
) Accelior Corporation Executive M g it - (B Continuity Plan) - (59)  my Account - User Manager
planning Instance: i-07d7b2ed91596 2edd
Main Menu General Info Contacts Manage Your Plan = Flle Archive Reports Messages Administration Logout

Roll Up Report

Plan Selection: COOP v X Report Type: Deconfliction Report - Staff v  Report Output: Excel v @

" Select All  Search / Filter:

*MasterSystem* - COOP

Department of Information Technology - COOP

Department of Public Works - COOP

Emergency Management - COOP

(W) County C ‘s Office - COOP

("] Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

Jefferson County Information Technology Department - COOP
Metro Airport Authority Operations - COOP

[}

Metro Airport Authority Security - COOP

Public Health Department - Director's Office, Administration and Finance - COOP

Public Health Department - Emergency Preparedness and Response - COOP

Verslon: 21

5. In the Report Type drop-down menu, select what section of the plan you wish
to run the report for (e.g.,, Deconfliction Report - Staff).

Welcome, Rayla McHanan.

Roll Up Report Your usernama is Kayla.
. < . . s oo Your access level is dev
. Accelior Corporation Executive M g it - (B Continuity Plan) - (59)  my Account - User Manager
planning : 1-07d7b 2edd
Main Menu General Info Contacts Manage Your Plan = Flle Archive Reports Messages Administration Logout

Roll Up Report

Plan Selection: COOP v X Report Type: Deconfliction Report - Staff v Il.port Output: | Excel v @

| Select Al Search / Filter:
*MasterSystem* - COOP

Department of Information Technology - COOP

Department of Public Works - COOP

"] Emergency Management - COOP

(W) County C ‘s Office - COOP

Jefferson County Finance Department - COOP

Jefferson County Human Resources Department - COOP

Jefferson County Information Technology Department - COOP
Metro Airport Authority Operations - COOP

Metro Airport Authority Security - COOP
Public Health Department - Director's Office, Administration and Finance - COOP

(]

Public Health Department - Emergency Preparedness and Response - COOP

Version: 21 Copyright , All rights reserved

6. In the Report Output drop-down menu, select how you want the report to run
(i.e., Microsoft Excel, Microsoft Word, or PDF).
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Welcome, Rayla McHanan.

Roll Up Report Your usernama is Kayla.
- i a & > o Your access level is dev
) Accelior Corporation Executive M g it - (B Continuity Plan) - (59)  my Account - User Manager
planning Instance: |-07d7b2ed915962edd
Main Menu General Info Contacts Manage Your Plan = Flle Archive Reports Messages Administration Logout

Roll Up Report

Plan Selection: COOP v X Report Type: Deconfliction Report - Staff v [Report Output: Excel v @

Select All  Search / Filter:

[] *MasterSystem* - COOP

| | Department of Information Technology - COOP

|| Department of Public Works - COOP

"] Emergency Management - COOP

(W) County C ‘s Office - COOP

("] Jefferson County Finance Department - COOP

(] Jefferson County Human Resources Department - COOP

|| Jefferson County Information Technology Department - COOP

] Metro Airport Authority Operations - COOP
| | Metro Airport Authority Security - COOP
[_] Public Health Department - Director's Office, Administration and Finance - COOP

|_| Public Health Department - Emergency Preparedness and Response - COOP

Version: 21.03.171 Capyright © 2004 - 2021 planning, Inc., All rights reserved

7. Click the “Generate Report” button and your report will download.

WE lcome, Ray a Hma:an.
Roll Up Report Your usernama is Kayla.
Yi 1 | is d
. Accelior Corporation Executive Management - (Business Continuity Plan) - (59) "‘;u;;:f::.?:u M.:.v,,.,
planning Instance: -07d7b2ed9f5962edd

Main Menu General Info Contacts Manage Your Plan = Flle Archive Reports

Roll Up Report

Plan Selection: COOP v g X Report Type: Deconfliction Report - Staff v Report Output: Excel v @

Select All  Search / Filter:

Administration Logout

[ ] *MasterSystem* - COOP

|| Department of Information Technology - COOP
|| Department of Public Works - COOP

] Emergency Management - COOP

] County C ‘s Office - COOP
(] Jefferson County Finance Department - COOP

|| Jefferson County Human Resources Department - COOP

[) Jefferson County Information Technology Department - COOP

[C] Metro Airport Authority Operations - COOP

| | Metro Airport Authority Security - COOP

] Public Health Department - Director's Office, Administration and Finance - COOP

|_| Public Health Department - Emergency Preparedness and Response - COOP

All rights rese

Roll Up Reports

These reports in the BOLDplanning platform allow the user to run reports for a
selected section within their plan, which then provides a summary of data inputted
by the user and allows the user to perform a gap analysis for that section of their
plan.
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1. Click on the Administration tab on the Main Menu page.
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2. Under the Reports section of buttons, click on the “Roll Up Report” button.
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3. In the Plan Selection drop-down menu, select the type of plan you are looking
for (e.g, COOP, BCP, EOP, etc.).
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4. Underneath the Plan Selection drop-down, click on the plans you wish to run a
report for.
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5. In the Report Type drop-down menu, select what section of the plan you wish
to run the report for (e.g., for a COOP, EF/PMEF — all functions combined).
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6. Inthe Report Output drop-down menu, select how you want the report to run
(i.e., Microsoft Excel, Microsoft Word, or PDF).
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7. Click the “Generate Report” button and your report will download.
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Email Notification

The purpose of email notification is to provide you with an alternate or additional
email system. This is a supplement to your existing email system, and you are not

required to use it.

Sending an Email

Go to the ‘Plan’ tab and select ‘Messages’ at the top of the Main Menu page.
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Figure: Messages Tab

2. Click on the “Compose Email” button.
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Figure: Compose Email Button
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Figure: Picking a Group to Email

3. If you have entered contacts, labeled them under a certain category (e.g,,
all staff, key staff, staff, etc.) and have entered an email address for that
contact, you may choose which category of people you would like to send
an email to.

a. You may also choose certain teams you would like to send an email
to, if you have entered contacts into certain teams in the Teams
section.

b. You may also enter other email addresses in the additional
addresses field.

4. Type in a subject for the email.

5. Compose an email by typing in the open text field.

a. You may also attach a file with your email.

6. Click the “Send” button.




