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This worksheet is designed to help you build a robust business continuity plan for your nonprofit. By filling out 
the sections below, you will create a living document to protect your staff, clients, and mission during a 
significant disruption.  

Why does this plan matter? It matters because it minimizes the negative impacts of a disruption, ensuring that 
critical functions continue to operate, reducing downtime and financial loss, and facilitating a quicker return to 
normal operations after an event like a disaster or cyberattack. These plans are crucial for organizational 
resilience, protecting a company's reputation, and helping to maintain customer trust and eligibility for funding.  

 
Section 1: Risk Assessment  

Identify Potential Threats 

What are the top 3-5 threats to your organization (e.g., hurricanes, power outages, equipment failure, 
cyber threats, or supply chain issues)? When selecting your threats, think about how likely it is for an 
event to occur and how severe the impacts are likely to be. 

• Threat 1:  

o Likelihood:  

o Potential Impact:  

• Threat 2:  

o Likelihood:  

o Potential Impact:  

• Threat 3:  

o Likelihood: 

o Potential Impact:  

• Threat 4:  

o Likelihood: 

o Potential Impact:  

• Threat 5:  

o Likelihood: 

o Potential Impact:  
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Section 2: Emergency Contacts & Communications 
Emergency Response Team (P.A.C.E.) 

• Who is the decision-maker (Primary)? 

• Who is it if that person is unavailable (Alternate)? 

• Who is it if that person is unavailable (Contingent)? 

• Who is it if that person is unavailable (Emergent)? 

 
Team Members: Who are the key staff members leading the response? What is each person’s role in 
an emergency? 
 

• Name, Role, is responsible for:  

 

• Name, Role, is responsible for: 

 

• Name, Role is responsible for: 

 

• Name, Role is responsible for:  

 

Contact Information 
Staff and Key Volunteers: Create a contact tree with up-to-date personal phone numbers and emails. 
(You can attach a separate document or list it here). 

External Partners: 

• Insurance Agent: 

• IT Support: 

• Bank/Financial Institution: 

• Key Vendors/Supplier: 

• Other: 
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External Communication 
Spokesperson: Who is the designated single point of contact for external communication? 
• Main (Primary) Staff: 

• Second (Alternative) Staff: 

• Third (Contingent) Staff: 

• Fourth (Emergent) Staff: 

Message Templates: Have you prepared pre-written messages for your website, social media, and 
email? Yes / No 

Client Communication: How will you inform clients about service changes or closures? 

Communication Rhythm: How often do you want to share updates or have briefings? 

Internal Communication 

• First (Primary) Method: How will you contact staff and volunteers?  
(e.g., phone tree, messaging app) 

• Second (Alternate) Method: What will you use if the primary method fails? 

• Third (Contingent) Method: What will you use if the alternate method fails? 

• Fourth (Emergent) Method: What will you use if the contingent method fails? 

• Responsible Person: Who is in charge of sending updates? 

o Main (Primary) Staff: 

o Second (Alternative) Staff: 

o Third (Contingent) Staff: 

o Fourth (Emergent) Staff: 

mailto:Planning@hpcswf.com


Nonprofit Business Continuity Plan Worksheet 

 
4 

  
Need more assistance, email us at Planning@hpcswf.com  

Section 3: Response 
Essential Functions 
A Business Continuity Plan centers on each organization’s Essential Functions. An Essential Function 
(EF) is a task or service that either must be continued through a disruption or restored as soon as 
possible in order to continue the critical functioning of the organization as a whole. Essential functions 
are your agency’s ordinary, day-to-day, critical functions – not your agency’s extraordinary, emergency 
response functions Essential Functions almost always include Human Resources, Information 
Technology, and Finances. 

 

Questions to consider for identifying Essential Functions: 

• Is the function necessary to achieve your mission or maintain your organization’s business? 

• Are other functions or departments dependent on this function for its successful completion? 

• Are these services that your agency’s customers/clients depend on? 

• Is there a potential for significant revenue loss if this function is not performed? 

• Does the function fulfill a legal obligation? 

• Does the function play a key role in maintaining the organization’s reputation? 

• Does the function safeguard an irreplaceable asset? 

 

If you answered yes to three or more of these questions, then the function is likely one of your agency’s 
essential functions. 

(Duplicate the following sheets as many times as needed for your essential functions) 
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* Essential Function #1 

Essential Function Name/Title: 

 

 

Brief Description: 

 

 
 
 
 
Maximum Tolerable Downtime (MTD): 

☐ < 1 Day 
☐ 1 Day 
☐ 1 Week 
☐ 2 Weeks 
☐ 4 Weeks 
☐ > 4 Weeks 

 

How to keep this Essential Function going if you have limited staff available, or a loss of key 
personnel: 

☐ Ensure clear line of management authority 
☐ Reduce or prioritize services 
☐ Defer operations until staff available 
☐ Use overtime/comp time 
☐ Reassign staff 
☐ Borrow staff from other departments 
☐ Borrow staff from other locations 
☐ Use vendor personnel 
☐ Hire temporary staff 

☐ Standing contract with temp agency 
☐ Transfer workload to another facility 
☐ Crosstrain staff in advance 
☐ Maintain good training materials 
☐ Ensure accessibility of files/systems 
☐ A strategy needs to be developed 
☐ Not applicable 
☐ Other strategy:                     

 
Details of Loss of Key Personnel Plan: 

 
 

*The Maximum Tolerable Down�me (MTD) is 
the maximum length of �me this func�on can 
be down without intolerable consequences to 
the organiza�on. 

mailto:Planning@hpcswf.com


Nonprofit Business Continuity Plan Worksheet 

 
6 

  
Need more assistance, email us at Planning@hpcswf.com  

 

*Adapted from UC Santa Barbara Research Continuity Planning 
How to keep this Essential Function going if your organization loses access to its IT Network: 
(Indicate all that apply; please elaborate below.) 

☐ Reduce or prioritize services 
☐ Defer operations until network restored 
☐ Work from home 
☐ Work from other remote site 
☐ Use manual or paper workarounds 

☐ Keep local backups of key records 
☐ A strategy needs to be developed 
☐ Not applicable 
☐ Other strategy:                      
  

 

Details of Loss of IT Network Plan: 

 
 
 
 
 

 

How to keep this Essential Function going if you lose access to or ability to use your main 
workspace: (Indicate all that apply; please elaborate below.) 

☐ Reduce or prioritize services 
☐ Work at home 
☐ Work at alternate site (on-campus) 
☐ Work at alternate site (off-campus) 
☐ Make advance agreement to share space 
☐ Backup vital records in remote location 

☐ Backup of required equipment in remote 
location 

☐ Request grantor to approve project delay 
☐ Defer operations until space restored 
☐ A strategy needs to be developed 
☐ Not applicable 
☐ Other strategy:  :      

  

 Details of Loss of Normal Workplace Plan*: 

 
 
 
 
 
 
 
 

*Please also indicate if your department has any exis�ng agreements with other facili�es for use as alternate 
workspaces in the event of a disrup�on, and with which facili�es. 
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Other units/teams/orgs we rely on for this function: 

Unit/Org Name & Contact Why Essential 
  
  
  
  
  

 

Who else we need to coordinate with: 

Partner Contact Reasoning 
  
  
  
  
  

 

Other resources needed for this function: 

Resource Reason How to acquire 
   
   
   
   
   

 

Essential Resources 

Staffing: What are the key roles, and who are the backup individuals for each? (as many positions as 
needed) 

• Position: 

o Main (Primary) Staff: 

o Second (Alternative) Staff: 

o Third (Contingent) Staff: 
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o Fourth (Emergent) Staff: 

 

• Position: 

o Main (Primary) Staff: 

o Second (Alternative) Staff: 

o Third (Contingent) Staff: 

o Fourth (Emergent) Staff: 

• Position: 

o Main (Primary) Staff: 

o Second (Alternative) Staff: 

o Third (Contingent) Staff: 

o Fourth (Emergent) Staff: 

• Position: 

o Main (Primary) Staff: 

o Second (Alternative) Staff: 

o Third (Contingent) Staff: 

o Fourth (Emergent) Staff: 

• Data and Technology: 
 

o What are our most critical records (e.g., donor database, financial files)? 

o Where are they backed up? (e.g., cloud, off-site hard drive) 

o Who has access to the backups? 
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• Equipment: 
 

o What hardware is essential to get back up and running? 

 

Section 4: Recovery and Restoration Procedures 
Recovery Process 

• First 24-48 Hours: What are the immediate actions? 

1. 

2. 

3. 

4. 

• First Week: What steps will you take to restore critical functions and coordinate with partners 
(e.g., insurance)?  

1. 

2. 

3. 

4. 

 
• Long-Term: What does a full recovery look like, and what are the key steps to get there? 
 

 

Financial Resources 

• Emergency Fund: Where is your emergency fund held, and who has access to it? 

• Line of Credit: Do you have a line of credit for emergencies? Yes / No 
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• Insurance: What are the steps for filing an insurance claim? 

 

 

 

Section 5. Financial Continuity 
A disaster can be a significant financial shock. 

• Question: Who has access to our bank and investment accounts if the primary financial officers 
are unavailable? 
 

• Question: Do we have a reserve fund to cover at least a few months of essential operations? 
 
 

• Question: Do we have a list of all insurance policies (e.g., property, liability, business 
interruption), and is it stored in a secure, off-site location? 

 

Section 6: Training and Maintenance 
Plan Maintenance 

• Review Schedule: How often will you review and update this plan? (e.g., annually) 

 

• Training: How will you train staff and the board on the plan? (e.g., annual tabletop exercise) 
 

 
• Storage: Where will the physical and digital copies of the plan be stored? 
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