Continuity of Operations Action Plan Worksheet 
	Activity
	Responsible Person(s)
	Completion Date
	Completed 
	Comments/ Date to Update

	Review/update  Crisis Response Plan with staff and volunteers
	
	
	
	

	Review/update  Pandemic Plan with staff
	
	
	
	

	Review/update  components of Continuity of Operations Plan with key staff
	
	
	
	

	Create duplicates /ensure remote access to:
	
	
	
	

	· Vital paper records
	
	
	
	

	· Electronic records 
	
	
	
	

	· Computer back up(s)
	
	
	
	

	· Software licenses
	
	
	
	

	· Board contact information
	
	
	
	

	· Staff contact information
	
	
	
	

	· Member information 
	
	
	
	

	· Volunteer contact information
	
	
	
	

	· Computer user configurations
	
	
	
	

	· Insurance companies/policies
	
	
	
	

	· Bank/savings accounts
	
	
	
	

	Secure/check remote access to:
	
	
	
	

	· Invoices/purchase orders
	
	
	
	

	· Receipts
	
	
	
	

	· Financial reports & audits
	
	
	
	

	· Donor lists/records
	
	
	
	

	· Technology sustainability plan 
	
	
	
	

	· Policies, handbooks, forms
	
	
	
	

	· Minutes
	
	
	
	

	· Fixed assets lists
	
	
	
	


