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Section 1: Course Overview

Welcome
Course Goals

Introductions
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Section 2: Why Plan?

Declared major disasters
more than doubled in recent
years

About 25% of businesses do
not reopen following a major
emergency. (Source:
Institute for Business and
Home Safety)
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Ready Business

Prepare. Plan. Stay Informed.

Every
Business
Should Have
A Plan.

&7 Homeland
S Security

www.ready.gov
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Section 2: Why Plan?

Who is at Risk?

Small to medium-sized businesses
are often most susceptible to the
long term affects of an emergency

Small businesses are a vital part of
the U.S. economy

99% of all employers
75% of all net new jobs

97% of all U.S. exporters

Né

Ready Business

Prepare. Plan. Stay Informed.

Opened first location

Hired the right people
~" for the job

Demystified
benefit plans

Protected the business
with an emergency
preparedness plan

Wiith ready.gov, the business you've warked so hard fo build can be as prepared as possible & =3
@m should a disaster slrike. Download free, sasy-to-use checklists, tamplates and other resources to -
help you develop an affordabde plan. Protect your lifa's work—starl or update your plan today. ==

itisn't. www.ready.gov
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%Ctlon 2 VVhy PI an’? Ready Business

Prepare. Plan. Stay Informed.

Indirect Affect

A business can be hurt
Indirectly when an
emergency occurs with your sk
customer base, vendor, Business

. . . Should Have
supply chain or distributor
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Section 2: Why Plan?

Constraints of Preparedness

Often businesses believe
they do not have the time,
workforce or money to
prepare their business

Too much emphasis is placed
on dramatic, worst-case
scenarios — as if these were
the only possible disasters
which may occur

Né

Ready Business

Prepare. Plan. Stay Informed.

Hired 30
new employees

Invested in
new equipment

— Built a loyal
customer base

Protected the business
with an emergency
preparedness plan

With ready.gov, the business you've worked 5o bard 1o buikd can be s prepared as possibla
@ﬂ‘! should a disaster strike. Download froe, easy-to-use checklists, lemplates and othar resosrces

1o halp you develop an atfordabie plan. Protect your life's work—siart or updale your plan foday. 2 o

Becoming a success is hard work. Protecting it isn't. www.ready.gav
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Section 2: Why Plan?

Preparedness enhances recovery from:
Business disruption
Financial losses
Loss of market share

Damages to capital assets
equipment or inventory

Preparedness bolsters:
Business’ security

Creditability with customers, vendors, supply
chain and the community

Né

Ready Business

Prepare. Plan. Stay Informed.

Landed a major client

Expanded to
a bigger space

Built a loyal
customer base

With ready.qov, the business you've worked so hard to bisld can be as prepared as possible
Mﬂt shoald & disaster strike. Download fres, sasy-to-use chechlists, tomiplates and other resources to
help you deveop an affordable plan. Protect your life's work—start or update your plan today.

Becoming a success is hard work. Protecting it isn't. mmv.ready.gov
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Section 3: Planning Makes Sense ready business

= An October 2005 survey by
The Advertising Council found:

92% of businesses say it is very or
somewhat important take steps to
prepare for an emergency

88% agreed having a emergency plan
would makes sense

39% said they actually had a plan in
place

repare. Plan. Stay Informed.

Upgraded the
business’ servers

Warded off the
latest viruses

Led company-wide
software install

Protected the company
with an emergency
preparedness plan

With raadygov the 1T infrastnscture you've warked s bard b Imld an ba as prapared a5 possibl
should 2 disaster strike. Download fres, sasy-h:-lsc chechiist p!ahi and cihar resources to
org

ing a success is hard work. Protecting it isn't.  WWww.ready.gov
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Ready Business

Discussion Time

Define & discuss what would be an

emergency to your business
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Section 4: Three Seps

PLAN to stay in business
TALK with your people

PROTECT your investment

Né

Ready Business

Prepare. Plan. Stay Informed.

Eve

Busindts
Should Have

A Plan.

§:4 Homeland
& Security

www.ready, gov
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Section 4: Three Seps Ready Business
Plan to Stay in Business
Know the potential emergencies
Assess how your company functions

Protect your employees -- your most important and valuable
asset

Think first about the basics (water, shelter, clean air, warmth)
Provide for sheltering-in-place or evacuation measures
Fire is the most common business emergency

Prepare for medical emergencies, encourage basic first aid
and CPR training
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Section 4: Three Seps Ready Business

Talk to Your People
Include people from all levels in emergency planning
Use drills and exercises

Encourage employees and their families to
Get an emergency supply kit
Make a a family emergency plan and

Be informed of the potential emergencies that can happen in their area

PAR
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Section 4: Three Seps Ready Business

Talk to Your People

Detail how you will be in contact with employees, customers
and others

Plan for persons in your organization who will require special
assistance during an emergency

Understand that people who have experienced a disaster may
have special recovery needs
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Section 4: Three Steps Ready Business
Protect Your Investment

Meet with your insurance provider to understand coverage, as
Insurance policies vary

Prepare for utility outages and disruptions
Secure physical assets
Assess the HVAC system to improve indoor air quality

Protect your data and information technology systems
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Section 5: What are the Costs? ey fures

NO COST SOLUTIONS

@ READY.GOV What Are The Costs?

U.S. Department of Homaland Security.

Meet i ider t ' t
The following will give you 2n idea of what it may cost o develop a disaster protection and business
continuity plan. Some of what is recommended can be done at lithe or ne cost. Use this list to get
‘ OVe rag e started and then consider what else can be done to protect your people and prepare your business.
]

Mo Cost
* Mt with your nsurence provide To review cument coverage

Create evacuate and shelter-in-place R s g

* Create an srmerency contact st neide employes mergency contactinformaton
* Creates st of critial busness contraciors and cthers whom you wil Lse in an emengenzy,
* Wi what kinds of ermargencies might alfect your campany ol imemally and extemaly.

* Dede i svance what yeu wil do ifyour bulking is Unusebse.
- * Create @ st of inventoly e eUpMENt, NCLNG compuler Randwere, sltwire and peripherals, Tor NSLFNGe PUCSRs.

* Taibe 1 ity S providins about PORN SR snd dently backup sptons
* Promote famly and individ i prepasedness among your cosworkers, nckide smertency preparsdness nformiation during stall
NG, i nessletins, on comparny ntranel, pefioss employes emsis and dhe |fema commuricatons s

Under $500

Practice your emergency plan frequently. e e o

indhicuels might vient to consider kesping in & personal and portable supply Kt
* Setup atelephone call ves, passwordprotectsd page on the company webste, an emal et or 3 cakn voics recordng o
commuricats with employess n an smerency.
* Provide frst sid and CPR raning to key covworkers.
* Usa and keep up-o-date computer antvius sofware and frewals.
- * Attach ecuipment and cabinets ta walls or oher statle equipment Piace heavy or bragkatle objeo on low sheives
* Etevare valusble nventory and electic machinery o he foor in case offiooding.
with you u e

* Bk up your records and ciitcal deta Keep a copy offsie

y . More than $500
* Consicer sddiional insurance such as business ntem.ption, fiood o eerthquske.
* Purchase, instal and prewwre & generaior 1o the bukding's essental slectical iUt Provide for oher Utliy shematves and
. backp opticn

* Install aLfomanic sprivker systems, ire hoses and fre-fesistant doars end wals:

* Make sure your buiding meets standards and codes. Consider a professionsl engineer to evaluste the wind, fre o ssismic
resistance of your buiding.

* Consider & sacurty professional o eallsts andior cracte your disaster prepredness and business confiuty plan

* Upgrade your buiking's HUAL system to securs cutdace air ntskes and noreess fiter effciency

* Send safey and key emerpency respanse employess to TBINNGS Of oonferenges.

* Provide  arge group of emloyees wah frst aid and CPR reining.
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Section 5: What are the Costs? - feady Busness

Prepare. Plan. Stay Informed.

NO COST SOLUTIONS

READY.GOV What Are The Costs?

U.S. Department of Homaland Security.

Create an emergency contact list.

The following will give you 2n idea of what it may cost o develop a disaster protection and business
continuity plan. Some of what is recommended can be done at lithe or ne cost. Use this list to get
started and then consider what else can be done to protect your people and prepare your business.

Create a list of critical business contractors

Mo Cost
* Miget with yeur Inssirance provider o revien cument coveraze
* Create procedures Io asckly evacte and sheller-nplsce. Pracice e plans.
* Tak o your pecie daster plans. i cenial before, dring and aler & Gisaster

Know what kinds of emergencies might e

* Kncror whiat inds. of emergences might affect your comparny both imemally and extemaly
* Dede i svance what yeu wil do ifyour bulking is Unusebse.
* Create @ st of inveniry 8 equpment, Nelidng compuier hantware, setwire and peripherals, Tor nsLrance puipeses.
* Taibe 1 ity S providins about PORN SR snd dently backup sptons
affe Ct yo u r C O m p a n y = Promate fanily and indivich s prepeneciness arong your co-workers. ke emergency preparedhess nfcriafien during st

NG, i nessletins, on comparny ntranel, pefioss employes emsis and dhe |fema commuricatons s

Under $500

* Buy afire mangusher end smoke slem

* Decide which emerpency suppies the company can asibly prosids, ff any, and 1alk t your co-warkers sbout what supplies
indhicuisks rright want i consider kesping in 3 parscnal end portaile sLpply Kt

* Setup atslephone call ves, passwontprotected page on the company webste, sn emal alert or 3 cakin voice recordng
communicate with employees N an smergency.

* Provide frst sid snd CPR raning o key covworkers.

* Usa and keep up-o-date computer antvius sofware and frewals.

* Attach ecuipment and cabinets ta walls or oher statle equipment Piace heavy or bragkatle objeo on low sheives

* Elevatiz valusble nventory and electic mactinery off he foor in case of foodng

* IF applcaie, make sure your bulding's HUAC system is working prapery and wel-maintaned

* Bark up your records and citical dats Keep a copy offste

More than $500

* Consicer sddiional insurance such as business ntem.ption, fiood o eerthquske.

* Purchase, instal and prewwre & generaior 1o the bukding's essental slectical iUt Provide for oher Utliy shematves and
backp opticn

* Intal auomenc sprivker systeme, fre hoses and fre-esistant oors end wals,

* ske sure your buiding meets standards and codes. Consider a professiensl engineer to evallisie the wind, fre or ssismic
resistence of your buiding

* Consicer 3 sacunty professiond tn evaluste andior creste your disaster preparedness and business coninuty plan

* Upgrade your buidng's HVAC system b secure cuttiocr air ntakes and ncresse fiter effciency

* Send safey and key emerpency respanse employess to TBINNGS Of oonferenges.

* Provide 2 large group of employees wih frat ad end GPR raining.

EXTENSION DISASTER
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Section 5: What are the Costs? ey fures

NO COST SOLUTIONS

@ READY.GOV What Are The Costs?

U.S. Department of Homaland Security.

The following will give you 2n idea of what it may cost o develop a disaster protection and business
continuity plan. Some of what is recommended can be done at lithe or ne cost. Use this list to get
l I I I l I S a e started and then consider what else can be done to protect your people and prepare your business.
.

Mo Cost

- - - * WSSt it yEur IMsurnce: provider o review cument coverage

* Create proceciies 1 euickly evasuane ond shellerglsce. Pracice he pians.
* Tabk o your pecple ciaster plans. s contral before, duing and afler 8 cisaster
* Create an emergency contact st nclide employse emerency contadtinforriabon

* Create a lst of crtical busness centacters and ethers whom you wil s n 2n emengenzy

* K what s of ermergencies. might et your company both imerrealy snd exenaly

= Decide in sdvarce what yed wi do ffyour bulkdng is urussbie

* Create 2 1St of imentaly Bne EQUpBMER, NCLIRg COmpUIS Fanvere, Selwire and BeTEhersls, Tor S Fncs pUesss.

* Tabk s Uty Seniee provitees shout potertal SRemaives snd dently backup cptons:

Plan for utility service alternatives R e

Under $500
* Buy afire mangusher end smoke slem
* Decide which emerpency suppies the company can asibly prosids, ff any, and 1alk t your co-warkers sbout what supplies
indhicuisks rright want i consider kesping in 3 parscnal end portaile sLpply Kt

Promote family and individual preparedness i e e

* Provide frst sid and CPR raning to key covworkers.
* Usa and keep up-o-date computer antvius sofware and frewals.
- - - * Attach ecuipment and cabinets ta walls or oher statle equipment Piace heavy or bragkatle objeo on low sheives
* Etevare valusble nventory and electic machinery o he foor in case offiooding.
within your busi e

* Bk up your records and ciitcal deta Keep a copy offsie

More than $500

* Consicer sddiional insurance such as business ntem.ption, fiood o eerthquske.

* Purchase, instal and prewwre & generaior 1o the bukding's essental slectical iUt Provide for oher Utliy shematves and
backp opticn

* Intal auomenc sprivker systeme, fre hoses and fre-esistant oors end wals,

* ske sure your buiding meets standards and codes. Consider a professiensl engineer to evallisie the wind, fre or ssismic
resistence of your buiding

* Consicer 3 sacunty professiond tn evaluste andior creste your disaster preparedness and business coninuty plan

* Upgrade your buidng's HVAC system b secure cuttiocr air ntakes and ncresse fiter effciency

* Send safey and key emerpency respanse employess to TBINNGS Of oonferenges.

* Provide 2 large group of employees wih frat ad end GPR raining.

EXTENSION DISASTER
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Section 5: What are the Costs? Ready Business

Prepare. Plan. Stay Informed.

COSTS UNDER $500

@ READY.GOV What Are The Costs?

W 0.5, Department of Homeland Security.

Buy a fire extinguisher and smoke alarm.

The following will give you 2n idea of what it may cost o develop a disaster protection and business
continuity plan. Some of what is recommended can be done at lithe or ne cost. Use this list to get
started and then consider what else can be done to protect your people and prepare your business.

Mo Cost

Decide which emergency supplies the :
company can feasibly provide, individuals T

emargenzy
ally snd extemaly

might want to consider keeping in a e

* Promote famly and individ i prepasedness among your cosworkers, nckide smertency preparsdness nformiation during stall

NG, i nessletins, on comparny ntranel, pefioss employes emsis and dhe |fema commuricatons s

workplace emergency kit

* Buy afire extinguisher end smoke elam.

* Decide which emerpency suppies the company can asibly prosids, ff any, and 1alk t your co-warkers sbout what supplies
indhitkists rright viant t consider kesping n & personsl snd portsble supply Kt

* Setup atelephone call ves, passwordprotectsd page on the company webste, an emal et or 3 cakn voics recordng o
commuricats with employess n an smerency.

Set up a telephone call tree, password- B

* Etevare valusble nventory and electic machinery o he foor in case offiooding.
* I appheabie, make sure your bulding's HUAC system s working propedy and wel-meintaned

protected web page to communicate with e

* Coneider additonal insurance such as businesa intemetion, flood or earthouake.
* Purchase, install and [re-vTe 3 genersior o the buking's sssentisl slecrical crtuts. Provide for oher Utley shematves and

back-up opticns
* Intall aLnomenc sprinkler systeme, fre hoses and fre-resistant doors end wals.
* Make sure your bulding meets standards and codes. Consicer a professicnal engineer to evaluete the wind, fre or seiemic
resistance of your buiding.
* Considlar a securty professional o evaliste andior creste your tisaster preparedness snd business confinusy plen
* Upgrade your buiking's HUAL system to securs cutdace air ntskes and noreess fiter effciency
* Send safey and key emerpency respanse employess to TBINNGS Of oonferenges.
* Provide  arge group of emloyees wah frst aid and CPR reining.

Encourage employee to take first aid,
CPR and CERT training

oL &,
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Section 5: What are the Costs? Ready Business

Prepare. Plan. Stay Informed.

COSTS UNDER $500

@ READY.GOV What Are The Costs?

HESE U5 Department of Homeland Security.

. .
Use and update computer antl-virus
The following will give you 2n idea of what it may cost o develop a disaster protection and business
- continuity plan. Some of what is recommended can be done at lithe or ne cost. Use this list to get
S 0 tWa r e a n I reWa S started and then consider what else can be done to protect your people and prepare your business.
]

Mo Cost
* Miget with yeur Inssirance provider o revien cument coveraze

Attach equipment and cabinets to walls or L

other stable equipment. e

* Promote famly and individ i prepasedness among your cosworkers, nckide smertency preparsdness nformiation during stall
NG, i nessletins, on comparny ntranel, pefioss employes emsis and dhe |fema commuricatons s

Under $500

Elevate valuable inventory and electric e e

* Setup atslephone call ves, passwontprotected page on the company webste, sn emal alert or 3 cakin voice recordng
commuricats with employess n an smerency.

machinery off the floor in case B

* Etevare valusble nventory and electic machinery o he foor in case offiooding.
* I appheabie, make sure your bulding's HUAC system s working propedy and wel-meintaned
* Bk up your records and ciitcal deta Keep a copy offsie

More than $500

If applicable, make sure your building’s T s e s

= Install sLnomatc sprikler systeme, fre hoses and fie-resistant doors end wals.
* Make sure your buiding meets standands end codes. Consider a professicnal engineer to evalste the wind, fie or seismic
- - resistance of your buiding.
* Cansider 3 sacurty professionl o evalsts andior create your dsaster preparedness and business coninuly plan
* Upgrade your buidng's HVAC system b secure cuttiocr air ntakes and ncresse fiter effciency
* Send safey and key emerpency respanse employess to TBINNGS Of oonferenges.
* Provide 2 large group of employees wih frat ad end GPR raining.

Back up your records and critical data.
Keep a copy offsite.

oL &,
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ISy ] =
&,

X 2 EXTENSION DISASTER
¥ ° EDUCATION NETWORK



Section 5: What are the Costs?

COSTS OVER $500

Consider additional insurance such as
business interruption, flood or earthquake.

Purchase, install and pre-wire a generator

to the building’s essential electrical circuits.

Provide for other utility alternatives and
back-up options.

Install automatic sprinkler systems, fire
hoses and fire-resistant doors and walls.

Make sure your building meets standards
and codes. Consider a professional
engineer to evaluate the wind, fire or
seismic resistance of your building.

Né

Ready Business

Prepare. Plan. Stay Informed.

: ;
@ READY.GOV What Are The Costs?
& U.S. Department inmelan;
llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
wh FRCOmn cal done o
d wih |se can be nolect your pe

vy o el p&ﬂnﬂ( erployes emsds and un., mms commurcains ools

on low shetves.

and el
* I appleabie, make sure your buldng's

HVAC system is working propedy and wel-msintaned.
* Bk up your records and ciitcal deta Keep a copy offsie

More than $500

* Cansider sddfional ineurance such s business iem ption, flood or eerthouske:
. erefr o

Purchase, the buking's essentsl elecrical crcuts. Provide for oher Utlty shematves and
[

* Intall 2 hoses and fre-resistant doors end wals.

* Mske: & professicnal engineer to evaluste the wind, fie or seiemic
resiztanc

* Considar disaster preparedness and business confnuty plan
Upg—sne ‘secure cutrocr ar ntakes. and noresse fiter effciency

iding's HVAC system
. m,mwmergewmnsemeeswmngs of conferences.
'F'lume 2lerge group of employees wih frst e and GPR reining
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Section 5: What are the Costs?  feay P

COSTS OVER $500

@ READY.GOV What Are The Costs?

it 0.5, Department of Homeland Security.

Consider a security professional to
evaluate your emergency plan

The following will give you 2n idea of what it may cost o develop a disaster protection and business
continuity plan. Some of what is recommended can be done at lithe or ne cost. Use this list to get
started and then consider what else can be done to protect your people and prepare your business.

Mo Cost

* Mt with your nsurence provide To review cument coverage
* Creat e

 harcvare, Sftwire and peripherals, Tor nsLrance pumpeses

R

Upgrade your building’'s HVAC system to e
secure outdoor air intakes and increase o T
filter efficiency. r A

* Decide which emerpency suppies the company can asibly prosids, ff any, and 1alk t your co-warkers sbout what supplies
indhitkists rright viant t consider kesping n & personsl snd portsble supply Kt

* Setup atelephone call ves, passwordprotectsd page on the company webste, an emal et or 3 cakn voics recordng o
commuricats with employess n an smerency.

* Provide frst sid and CPR raning to key covworkers.

* Usa and keep up-o-date computer antvius sofware and frewals.

Send safety and key emergency response e e e e

* I appheabie, make sure your bulding's HUAC system s working propedy and wel-meintaned
* Bk up your records and ciitcal deta Keep a copy offsie

employees to trainings or conferences. - T

* Purchase, install and [re-vTe 3 genersior o the buking's sssentisl slecrical crtuts. Provide for oher Utley shematves and
back-up opticns

* Intall aLnomenc sprinkler systeme, fre hoses and fre-resistant doors end wals.

* Make sure your bulding meets standards and codes. Consicer a professicnal engineer to evaluete the wind, fre or seiemic
resistance of your buiding.

* Considlar a securty professional o evaliste andior creste your tisaster preparedness snd business confinusy plen

Provide a large group of employees with o T
first aid, CPR and CERT training.

0%4}
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Ready Business

Discussion Time

What are other types of
no cost or low cost solutions?

What are the resources in your
community which can also provide or
enhance for emergency planning?

+£DEN
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Section 6: Make a Plan

Ready Business provides a Sample
Emergency Plan and worksheets
which will guide you through a basic
framework of an emergency plan

As all businesses differ in size, scope
and situation, so will an emergency
plan.

Eve

Business
Should Have

A Plan.

. Homeland
7 Security

www.ready.gov

Né

Ready Business

Prepare. Plan. Stay Informed.
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Section 6;: Make a Plan

PLAN to Stay in Business

Secure your primary business
location

Select an alternate business
location

Select a primary crisis manager
& spokesperson

Create emergency contact
information and procedures

Né

Ready Business

Prepare. Plan. Stay Informed.

& READY.GOV

L3 U.5. Departmost of Homeland Security

Sample Emergency Plan

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS

1f this location is not accessible we will operate
from location below

1f the person is unabile o manage the crisis, the
person below will succeed in management:

Secondary Emerpency Congact
ledipaluone Nimber
Adrornative Number

E mall K-l

O EMERGENCY CONTACT INFORMATION

Diad & 11 i an Erovsgeany

EXTENSION DISASTER
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Section 6: Make a Plan

BE INFORMED

What natural and man-made disasters
could impact your business?

CREATE AN EMERGENCY
PLANNING TEAM

Designate who will participate in
emergency planning and crisis
management

Né

Ready Business

Prepare. Plan. Stay Informed.

-- ) READY.GOV Sample Emergency Plan

5 U.5. Department of Homeland Security

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS 1f this location is not accessible we will operate
i I ion belo
Husiness Name Business Name
\\\\\\\\\\\\\\\\\\\\\
City, State
The following p p isis manag If the person is unalsl e ol 1
d will se I ) pokesperson person bel 11 vedl T
RENC

O EMERGENCY CONTACT INFORMATION

uuuuuuuuuuuuuuuuuuuuuuuuu
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Section 6: Make a Plan

PLAN TO COORDINATE WITH OTHERS

Who from neighboring businesses and our
building management will participate with
your emergency planning team

INVENTORY CRITICAL OPERATIONS

Create a prioritized list of critical
operations, staff and procedures you need

to recover from a disaster

Create an operation staff in charge action

plan

Né

Ready Business

Prepare. Plan. Stay Informed.

) READY.GOV Sample Emergency Plan

5 U.5. Department of Homeland Security

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS 1f this location is not accessible we will operate
i I ion belo
Husiness Name Business Name
.....................
City, State
The following p p isis manager If the 1 L1l e ol 1
d will se I ) pokesperson inan il el 11 vedl T
RENC

O EMERGENCY CONTACT INFORMATION

+£DEN
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Section 6: Make a Plan Ready Business

Prepare. Plan. Stay Informed.

CONSIDER SUPPLIERS AND CONTRACTORS

Primary Supply Source:
List companies which are your suppliers, vendors or contractors. % READY.GOV Sample Emergency Plan

S LS. Departmont of Homeland Security

Emergency information should include:

Sample Business Continuity and Disaster Preparedness Plan

Company Name:

Street Address: 3 PLAN TO STAY IN BUSINESS s ot sl e il e
City: State: Zip Code:

Phone: Fax: E-Mail: -

Contact Name: Account Number:
Materials/Service Provided: it i Sl et et e S

emergency

Secondary Supply Source:

If this company experiences a disaster, your business will obtain
supplies/materials from the following:

Company Name:
Street Address:
City: State: Zip Code:
Phone: Fax: E-Mail:

Contact Name: Account Number:

Materials/Service Provided:

=% EXTENSION DISASTER
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Ready Business

Discussion Time

Have you considered
what you will do In specific
emergency scenarios?

+£DEN
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Section 7: Talk To Your People  Ready usres

Emergency Supply Kits § READY.GOV Emergency Supplies

5. Department of Homaland Secuity

Talk to your employees about what

Talk to your co-workers about what emergency supplies the company can feasibly
- - provide, if any, and which ones individuals should consider keeping an hand
emergency supplies your business
- - Water, amounts for portable kits will vary. Individuals should determine
C a n e aS I y p rOV I e what amount they are able 1o both store comfortably and to transport to

other locations. If it is feasible, store one gallon of water per person per
day, for drinking and sanitation

Food, at least a three-day supply of non-perishable food

Encourage emp | oyees 1o create T —

First Aid kit

portable emergency supply kits at

Dust or filter masks, readily available in hardware stores, which are

- rated based on how small a parlicle they filter
t e I r WO r Statl O I l S Moist towelettes for sanitation

Wrench or pliers to turn off utilities

Can opener for food (if kit contains canned food)

Plastic sheeting and duct tape to "seal the room"

Garbage bags and plastic ties for personal sanitation

EXTENSION DISASTER
EDUCATION NETWORK
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Section 7: Talk To Your People  Ready usres

EMERGENCY SUPPLY KIT
Ready.gov recommends the following emergency & READY.GOV
supplies to be including in any emergency Kkit: W el
Water
Food vl a1, e which o A¥Sviil Sndd Comais g o M,

Battery-powered radio and extra batteries |

Emergency Supplies

Emergency Supplies

Water, amounts for portable kits will vary. Individuals should determine
what amount they are able 1o both store comfortably and to transport to
other locations. If it is feasible, store one gallon of water per person per

Flashlight and extra batteries
First Aid kit

Whistle to signal for help

Dust or filter masks

day, for drinking and sanitation

Food, at least a three-day supply of non-perishable food

Battery-powered radio and extra batteries

Flashlight and extra batteries

First Aid kit

Whistle to signal for help

Dust or filter masks. readily available in hardware stores, which are
rated based on how small a parlicle they filter

Moist towelettes for sanitation

Wrench or pliers to turn off utilities

Moist towelettes for sanitation
Wrench or pliers to turn off utilities e e e

Can Opener for food (if kit Contains Canned Garbage bags and plastic ties for personal sanitation
food)

Plastic sheeting and duct tape to "seal the
room"

Garbage bags and plastic ties for personal
sanitation
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Section 7: Talk To Your People Ready Business

e. Plan. Stay Informed.

MAKE AN EVACUATION PLAN
% READY.GOV Sample Emergency Plan

wee 5. Department of Homedand Security

Collaboration with neighboring businesses and
b u I Id I n g owners Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS If this location essible we will opecate

Post evacuation routes in clear view of o e i
workplace

City, State City, State

Ensure building exits are clearly marked ——

Exercise the plan, practice evacuation Syl o
procedures several times a year, if not
monthly oo e

O EMERGENCY CONTACT INFORMATION

Dl - 1-1 b Emergpency
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Section 7: Talk To Your People Ready susines:

MAKE AN EVACUATION PLAN
Establish what employees should do if they
should need to leave the workplace quickly
Is there a warning system?
Where is the assembly site?
Who will shut down the business?

Who will issue the all clear to return to
work?

¥ READY.GOV Sample Emergency Plan

wee 5. Department of Homedand Security

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS ]: (Ins location essible we will opecate
m location I:H.J
& N Husiness M
Audd Add
City, State City, State
Tedeplusise: Numiber
IJ follow g pers our primary crisis manager If the person is unable to manage the ceisis, the
d will serve as |I|u L\Jlll|l§l[hy spokesperson Lo an person below will succeed in management:
ergen }
Primary Enwrgency Contct Secondary Emergency Contact
Telepheomse Nl Telephone Number

O EMERGENCY CONTACT INFORMATION

Dl - 1-1 b Emergpency
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Section 7: Talk To Your People fexdy feres

MAKE A SHELTER IN PLACE PLAN
Establish shelter in place procedure to include the
following:
Creating a warning system.
Where is Shelter in place location?

Where will employees go in a “Seal the Room
situation?

Who will shut down the business?
Who will issue the all clear to return to work?

& READY.GOV Sample Emergency Plan

S ULS. Departmest of Homeland Security

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS 1f this location is not accessible we will opecate
from location below:

& N Husiness Mame

Adddress Adddress

City, State City, State

Tl Nisbe Telephosne Number

The following persan is our primary erisis manager If the person is unable to manage the ceisis, the

and will serve as the company spokesperson Lo an person below will succeed in management:
CIMEEZENCY,

Prinaty Enwergency Contact Secundary Emergency Contict
Teleplronse Niunber Teleplon: Number
Alerrative Nimber Adermative Numbiet

E-mail E madl

O EMERGENCY CONTACT INFORMATION

Dl - 1-1 b Emergpency
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Section 7: Talk To Your People fexdy feres

MAKE A SHELTER IN PLACE PLAN

Outreach to employees about which
emergency supplies, if any, the company will
provide in the shelter location and which
supplies individuals may consider keeping in a
workplace emergency supply kit

Exercise sheltering in place several times a
year

¥ READY.GOV Sample Emergency Plan

wee 5. Department of Homedand Security

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS 1f this location is not accessible we will opecate
from location below:

& N Husiness M
Audd Add
City, State City, State
Tedeplusise: Numiber
The following persan is our primary erisis manager If the person is unable to manage the ceisis, the
and will serve as the company spokesperson Lo an person below will succeed in management:

CIMEEZENCY,

Prinaty Enwergency Contact Secundary Emergency Contict

Telepheomse Nl Telephone Number

O EMERGENCY CONTACT INFORMATION

Dl - 1-1 b Emergpency
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Section 7: Talk To Your People ™"

CONSIDER EMPLOYEE
COMMUNICATIONS

Who will you communicate your
emergency plans with employees?

In the event of a disaster, how will you
communicate with employees?

Do you have a list of emergency numbers
of all of your employees? Is this located
off-site?

¥ READY.GOV Sample Emergency Plan

wee 5. Department of Homedand Security

Sample Business Continuity and Disaster Preparedness Plan

O PLAN TO STAY IN BUSINESS 1f this location is not accessible we will opecate
from location below:

& N Husiness M
Audd Add
City, State City, State
Tedeplusise: Numiber
The following persan is our primary erisis manager If the person is unable to manage the ceisis, the

and will serve as the company spokesperson Lo an person below will succeed in management:
CIMEEZENCY,

Prinaty Enwergency Contact Secundary Emergency Contict

Telepheomse Nl Telephone Number

O EMERGENCY CONTACT INFORMATION

Dl - 1-1 b Emergpency
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Section 7: Talk To Your People  ready Business

Prepare. Plan. Stay Informed.

ANNUAL REVIEW

Mark a date each year you review and
update your business emergency plan

Exercise the plan several times a yeatr.
Incorporate key messages in new employee
orientation

Encourage employees to take steps to S Sense.
prepare themselves and their families for an Get Ready
emergency by getting a home emergency o,
supply kit, creating a family emergency plan
and staying informed about the types of
emergencies that can happen in their area

3, =
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Section 8: Protect Your Investment Ready Business

e. Plan. Stay Informed.

Computer Hardware Inventory

Know what types of computer
hardware you own or lease

Know the capacity of your IT
system

Document the model, serial
number, date purchase and cost
for insurance records

2 READY.GOV Computer Inventory Form

S 1,5, Departmont of Homalant Security.

{hpen for Business Worksheet
Computer Hardware Inventory

Lrea ihis form lo:

* Log your computer hardweee sanial and modsl numbers. Attach a copy of your vendor documeniaton
* Racord the name of the company from which you purchasad or kessed this equipmant and the contect neme to nafiy far

WOUT COmpLier regain
* Record the name of the company that provides repair end auppost for your computer hardware

Make addtionsl coples as need e

Kuep one capy of Bhiz Kelin 4 sacure place on yourpmn and anodher in an off-site lsestian,

HARDWARE INVENTORY LIST

to this document

Hardware {CPU, Monitor, “nr:"ﬂ c':u Model Serial Date i
Printer, Keyboard, Mouse) Capacity Purchased Mumber Purchased i

EXTENSION DISASTER
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Section 8: Protect Your I nvestment Ready Business

CYBER SECURITY

% READY.GOV | Computer Inventory Form

TSRS LS. Department of Homeland Sec

What are the steps you are taking to —
protect your computer hardware? u

What are the steps you are taking to
protect your computer software?

If your computer system is destroyed,
will you be able to use back up
computers at an alternate location?

0
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Section 8: Protect Your | nvestment Ready Business

RECORDS BACK-UP

READY.GOV N Computer Inventory Form

U.S. Department of Homeland Secur

Who is responsible for backing up -
critical records, including payroll and e
accounting systems?

Are back-up records including a copy of
this plan, site maps, insurance policies, it | o || S5 [
bank account records and computer
back ups are stored onsite and at an
offsite location?

If accounting and payroll records are
destroyed, what continuity will take
place?
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Section 8: Protect Your | nvestment

Insurance Coverage Discussion

What type of insurance do you have?

Record the policy numbers which cover your
business

Know what type of deductible you have
Know your policy limits

Review frequently the type of coverage you
have acquired. Does it cover floods or
earthquakes?

Are there measures or additional insurance
you require to keep you open for business in
the event of an emergency

Né

Ready Business

Prepare. Plan. Stay Informed.

%: READY.GOV

e U5, Dapartment of Homeland Security.

Insurance Discussion Form

Cpen for Business Worksheet
Insurance Coverage Discussion Form

Lise this farm to discuss pour inverance coverage with your agent, Having adequaie coverage nme will
Irelp you recover more rapidly from @ cataxtrophe.

Agent:

Address:

Phane: Fax: Email;

INSURANCE POLICY INFORMATION

Deductibles Palicy Limits Coverage

{General Description)

Type of Insurance Paelicy No.

EXTENSION DISASTER
EDUCATION NETWORK



Resour ces Available to Employer

Ready Business resources to
encourage business owners and
operator to prepare for an emergency

All Ready Business materials are
available to download at
www.ready.gov

Selected Ready Business brochures
are available to order by phone at
800-BE-READY

To learn how to mentor businesses
and organizations on how prepare,
visit the Extension Disaster
Education Network at
www.EDEN.Isu.edu

\ﬁr‘

W
=
L

N
YAND 55C

ol Uy
o
Y 50’

/
S Ready Business

e. Plan. Stay Informed.

e TALK TD YOUR PEOPLE
{nvnlis Cdwarkars Cries
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Q PROTECT YOUR INVESTMENT
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Resources Available to Employees Ready Business

Prepare. Plan. Stay Informed.

Ready America resources to

encourage employees and their
families to prepare for an _
emergency ooty o

eadi

ess | Ready Kids | En Espafiol

All Ready materials are
available to download at
www.ready.gov

(2 READY.GOV

/' U.S. Department of Homeland Security.

F SR
v W

S
e

Selected Ready brochures are
available to order by phone at
800-BE-READY

\__READY BUSINESS / __READY AMERICA \___ READYKIDS

EXTENSION DISASTER
EDUCATION NETWORK



Né

Get Prepared & Involved Ready Business

Prepare. Plan. Stay Informed.

Visit the Ready Business section of www.ready.gov for
additional information and materials to help prepare your
employees, operations and assets for an emergency

Share your business continuity plan and emergency procedures
with your employees, customers and others; encourage them to
prepare their own businesses

Spread the word among your industry, vendors, supply chain,
professional associations and customers

+£DEN
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Ready Business

Prepare. Plan. Stay Informed.
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Resources Available to Employees Ready Business

Prepare. Plan. Stay Informed.

Ready America resources to

encourage employees and their
families to prepare for an _
emergency ooty o

eadi

ess | Ready Kids | En Espafiol

All Ready materials are
available to download at
www.ready.gov

(2 READY.GOV

/' U.S. Department of Homeland Security.

F SR
v W

S
e

Selected Ready brochures are
available to order by phone at
800-BE-READY

\__READY BUSINESS / __READY AMERICA \___ READYKIDS
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Erner gency Preparedness Ready Business

Prepare. Plan. Stay Informed.

Visit the Ready Business section of www.ready.gov for
additional information and materials to help prepare your
employees, operations and assets for an emergency

Share your business continuity plan and emergency procedures
with your employees, customers and others; encourage them to
prepare their own businesses

Become a National Preparedness Month Coalition member to
promote Business Preparedness in your community

Spread the word among your industry, vendors, supply chain,
professional associations and customers
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Ready Business

Prepare. Plan. Stay Informed.
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