
Introduction 
The purpose of a continuity plan and program is to ensure that an organization can 
perform its essential functions and provide critical services no matter the threat or 
hazard faced. Developing continuity metrics and then evaluating and assessing 
continuity plans and programs against these metrics is an important step for 
planners and managers.  
 
The CPAT uses a 10-point scoring system and provides a tool to assess your 
continuity plan and program against the requirements for a viable continuity 
program as outlined in the Continuity Guidance Circular (CGC). The CPAT can assist 
your organization in identifying areas of strength, areas for improvement, best 
practices, and lessons learned. 
 
The goal of the CPAT evaluation system is to allow an organization to demonstrate 
progress from one assessment to the next. Following the submittal of this 
assessment survey, you will receive a PDF breakdown of the assessment and its 
corresponding scores based on your imputed answers. The numerical score will be 
matched with red, yellow, and green fields to visually associate areas in which the 
organization has made no or limited progress (red), moderate progress (yellow), and 
substantial progress (green).  
 
Ideally, an organization should have mostly green and few yellow/red areas to 
ensure a comprehensive continuity program exists to support the performance of 
the organization's essential functions during under all conditions. By examining areas 
for improvement and areas of strength, organizations can better prioritize, and 
resource, continuity needs and gaps. 

  



Instructions 
Who? 
- Continuity Team - Continuity Coordinator, Continuity Manager, and Continuity 
Planner(s), and internal / external continuity stakeholders. 
 
What? 
- Print the CPAT (Name of Doc) document and have each continuity team member 
develop their individual answers separately. Once each team member has completed 
a separate assessment with relevant stakeholders, discuss each other's answers and 
input the final decided upon answers into the assessment.  
 
When? 
- The CPAT is required on an annual basis as a method for determining whether gaps 
exist in the agency's continuity plan and program.  
- Your agency's timeline will depend on the same date as when you're required to file 
a copy of its Technology Recovery Plan (TRP) with the California Department of 
Technology. That schedule can be found here.  
 
How?  
- It is important to engage all members of the continuity team when conducting this 
assessment so be sure to set aside an appropriate amount of time. A proper self-
assessment using the CPAT in the recommended manor should be planned for in 
advance of the deadline. Hours may vary based on your organizations size or 
structure.  
- When attaching a signed copy of your agency's continuity plan to the CPAT, please 
be sure to join all files together into one PDF if they are not already one document.  
Saving Progress 
 
This assessment tool saves answers locally in the browser as a you progress through 
the survey. You can resume the survey in the same browser on the same network at 
later time. 

  



Organizational Information 
Agency/Department* 

 

 
Continuity Coordinator 
Name* 

 

Phone Number* 

  

Email* 

 

 
Continuity Manager 
Name* 

 

Phone Number* 

  

Email* 

 

 
Continuity Planner/ Lead 
Name* 

 

Phone Number* 

  

Email* 
 

 

 

 

 

 

 

 

 

 

 

 



Attach Continuity Plan 
Please attach a PDF of current or most recently approved (signed by Director) 
copy of your organization's continuity plan. 
 
When attaching a signed copy of your agency's continuity plan, please be sure to 
join all files together into one PDF if they are not already one document. Limit 
10MB total file size.* 

 

 

 

Continuity Capability 
 
Within the CPAT, there are three sections for evaluating your continuity program, 
each of which correspond to the three chapters of the CGC:  
 
-Getting Started / Initiating a Continuity Capability 
-Building a Continuity Capability  
-Maintaining a Continuity Capability 
 
Each section includes continuity activities and supporting tasks critical to that 
chapter. These tasks are divided according to the five solution areas found within the 
State Preparedness Report: Planning, Organization, Equipment, Training, and 
Exercises (POETE).  
 
Through this format, an organization can identify its overall progress against the 
three steps of initiating, building, and maintaining a continuity capability, as well as 
identify its progress against the POETE elements. This summarizes the score for each 
organization by each POETE element and by each stage of continuity planning. 

Program Assessment 
 
This section of the CPAT will be used to determine whether the recommended 
continuity program elements are addressed in your organization's Continuity Plan (or 
other related planning documents). 



Initiating 
This section examines whether the organization has addressed the foundational 
elements of a continuity program that will increase the success of continuity 
planning and operations. 

 

Planning 

 

 

1. Has the organization developed a continuity project plan to guide the 
development of the organization's continuity capability?* 

No effort no r The o rga n izat io n T he o rgan izat io n The o rga nizat io n The o rganizat ion 

recogn it io n of has mad e has d rafted a has approved has adopt ed t he 

need fo r a p re lim in ary cont in uity and adopted t he cont inu ity 

cont inu ity efforts t o p roject p lan , cont inuity proj ect p lan and 

p roj ect p lan. d eve lop a t ime line, and proj ect p lan, is implement ing 

cont inuity m ilestones, b ut t imeline, and t he p lan as 

p roject p lan, t he p lan is not m i lesto nes and o ut lined . 

t ime line, and f inalized o r is p repar ing t o 

m i lest o nes, but app roved . implement t he 

has not d rafted p lan . 

t he p roject p lan. 

2. Has the organization identified applicable reg ulations and 
requirements to g uide development of the continuity plan?* 

0 
No effort nor The o rgan izat io n T he o rgan izat io n The o rga nizatio n The o rganization 

recogn it io n of has cond ucted has c reated a list reviewed t he list u ses app l icab le 

need t o id e nt ify p re lim inary of app licab le of app lica b le cont inu ity 

cont inu it y efforts t o identify cont in uit y cont inu ity reg u lat io ns and 

reg u lat io n s o r ex ist ing, reg u lat io ns an d regu lat ions and req u irements t o 

requ irements. app licab le req u irement s. requ irements g u ide program 

cont inuity and is p lanni ng 

reg ulat ions o r coordi nat ing p u rposes. 

req u irement s. requ irements Requ irement s 

w it h curre nt are reviewed at 

p lann ing efforts. least an nual ly. 



 

 

 

3. Has the organization integrated critical external partners into the 
continuity planning process?* 

- ~ ---I""'\--- ~ --I"""\ 

No effort nor The organizat ion The o rgan izat ion The organ izat ion The organization 

recog nit ion of conducted met with critica l integrated most, integrated 

need t o ident ify p rel iminary community but not all, of the crit ica l 

potent ia l efforts to identify partners and ident ified crit ica l community 

partn erships commun ity d iscussed ways commun ity partners into the 

within the partnershi ps to incorporate partners int o the cont inu ity 

commun ity as it have been them into the organizat ion 's p lann ing effort. 

relates t o made. cont inuity continuity These partners 

cont inu ity. program, but no p lanning effort. are act ive 

officia l act ivit ies participant s in 

have taken cont inu ity 

p lace. program 

act ivit ies. 

4. Has the organization coordinated with and integrated internal 
components and offices into the continuity planning process?* 

- __f"\ __f"\ _____A, __f"\ 

No effort nor The organizat ion The o rganization The organ izat ion The organization 

recog nition of conducted has ident ified is currently forma lly 

need to prel iminary and reviewed coord inat ing coord inated and 

coordinate efforts to identify other int ra- and integrat ing syn ch ronized 

cont inu ity p lans int ra- organ izat i ona I wit h ot her int ra- continuity p lans 

and p rograms organizational cont inuity organizat iona l w ith other int ra-

across the cont inuity offices, p lans, offices and o rgan izat ional 

organization. offices, p lans, and p rograms; p rograms t o cont inuity 

and p rograms, act ive p lanning synchronize offices, pans, 

but has not yet or coordination continuity p lans. and programs. 

conducted is in the init ia l r hese partners 

p lanning or stages. are act ive 

coorcli11c1 l iu11 pc1rl ici pc1 nl ::; in 

act ivit ies. cont inuity 

program 

act ivit ies. 



 

  

5. Has the organization coordinated the continuity planning effort with 
other incident management, risk management, and preparedness 
planning efforts, such as the Occupant Emergency Plan, Emergency 
Operations Plan, Information Technology/ Disaster Recovery, and 
pandemic plan?* 

- _____f"\______ __r,..______ ~ ________r'\ 

No effort nor The organizat ion The o rganizat io n The organizat ion The organization 

recogn it io n of conducted has ident ified is currently forma lly 

need to p rel iminary and reviewed coord inat ing coord inated and 

coord inate efforts to identify other int ra- and integrat ing syn ch ron ized 

cont inu ity p lans int ra- organ izat i ona I wit h ot her int ra- continuity p lans 

and programs organizational cont inuity organizat iona l w ith other int ra-

across the cont inuity offices, p lans, offices and o rganizat ional 

o rganization. offices, p lans, and p rograms; p rograms to cont inu ity 

and p rograms, act ive p lanning synchronize offices, p lans, 

but has not yet or coordination continuity p lans. and programs. 

conducted is in the init ia l These partners 

p lanning or stages. are act ive 

coordinat ion participants in 

act ivit ies. cont inu ity 

program 

act ivit ies. 



Organizing 

 

  

6. Has the organization ident ified continuity program roles and 
res ponsi bi lities?* 

No effmt nor 

recognit io n of 

need to identify 

cont inuity 

p ro gram ro les 

and 

responsib ilit ies. 

0 ~-------f'"'\~---

The organizat ion The organizat io n The organ izat io n The o rganization 

has identi fied has id entif ied has identif ied has clear ly 

ro les and 

responsib ilit ies 

of p ositions 

with in the 

continuity 

program, but has 

not f illed those 

ro les. 

ro les and 

resp onsibil it ies 

of posit ions 

w ith in t he 

co ntinu ity 

prog ram, but has 

fil led some, b ut 

not all, id entified 

ro les and 

res po nsi bi I it ies 

of posit io ns 

w ith in the 

continuity 

program . The 

o rganization is 

active ly f ill ing 

ro les. vacancies in any 

Part ici pants in ident ified 

the continuit y p osit io ns. 

p lanning team 

have not actively 

partic ipated in 

p lanning 

act ivit ies or 

m eetings on a 

reg ular basis. 

articulated roles 

and 

responsib i lit ies 

and t itled and 

fill ed those ro les 

within t he 

continu ity 

progra m. The 

co ntinu ity 

p lanning tea m 

incl uded 

representat ives 

from other 

organization al 

offices or 

d ep artments, 

m et reg ularly, 

has clear ly 

d efi ned ro les 

and 

resp onsib il ities, 

and actively 

supported 

continu ity 

p lanning . 



 

Equipping 

 

  

7. Has the organization 1s senior leadership and/or elected officials 
supported the continuity program?* 

n ---f""\....___ """'\ """'\ 

No support nor The organizat ion Senio r Senior Sen ior 

recogn it io n of ma intains a lead ership leadershi p leadership 

need fo r a cont inuity and/or elected and/or e lected and/or e lect ed 

cont inu ity p rogram, b ut offic ials officials act ive ly officials active ly 

prog ram from senior supported t he supported and supported and 

leadership leadership cont in uity promot ed t he promot ed the 

and/or elected and/or e lect ed program, as conti nuity cont inu ity 

officials. officials have not needed, but p rogram and program and 

act ive ly have not occasionally regu larly 

supported or participated in participated in participated in 

promoted t he cont inu ity both int er- and both inte r- and 

p rogram. act ivit ies. int ra- int ra-

o rga nizat ional organ izat ional 

conti nuity cont inu ity 

activit ies. activ it ies. 

8. Has the organization identified pre liminary budget and resource 
requirements?* 

-I>- -I>-

No effort no r The o rga nizat ion The organ izat io n The o rga nizat ion The o rganizat ion 

recogn it io n of has init iated has d rafted a has drafted a has f inalized a 

need t o id ent ify efforts to p re lim inary p re lim inary p relimina ry 

p re lim inary d eve lop a b udget and budget and b udget and 

b udget o r budget and resource resource resou rce 

resource resource requi rements t o requ irement s for requi rement s 

requ irements. requi rement s fo r support t he t he cont inuity and fund ing is 

t he cont inuity cont in uity p rog ram, but ava i lab le to 

prog ram . prog ram, b ut f undi ng and support t he 

fund ing and resou rces are cont inut iy 

resources are lim it ed. p rog ram. 

not ava ilab le. 



Training 

 
  

9. Has the organization identified continuity program roles and 
responsib iii ties?* 

No effort nor 

recogn it io n of 

need to t rain 

those 

respons ib le for 

p lann ing in 

continuity. 

0 
Ind iv idua ls w ith 

co ntinu ity roles 

and 

respo nsibi lit ies 

have not 

received 

t raining; 

however, t he 

o rganizat io n has 

init iated efforts 

to identify and 

sched ule 

necessary 

training . 

Some individuals 

w ith continuity 

ro les and 

responsib ilities 

have rece ived 

t raining . The 

organ izatio n has 

developed a 

p lan to t rain the 

remaining 

ind ividua ls. 

A ll ind ividua ls 

with continu ity 

ro les and 

resp onsib ilities, 

includ ing 

leadership, t he 

p lann ing team, 

and cont inu ity 

manage r and 

p lanners, have 

received 

continuity 

t raining. 

All ind ividuals 

w ith cont inu ity 

ro les and 

respons ib ilit ies, 

includ ing 

leadersh ip and 

t he p lanning 

team, have 

rece ived 

co ntinu ity 

t ra ining. The 

cont inu ity 

p lanners/ m anag 

ers have 

rece ived 

advanced 

t raining , such as 

ach ieving the ir 

FEMA Level I 

and Leve l II 

Cont inu ity 

Practit ioner 

cert ificate. 



Exercise 

 
Additional Comments (255 characters) 

 

 

  

 

1 0. Has the organization identified and incorporated the results from 
previous exercises and real-world events to guide the development of 
the continuity program?* 

----1""\ "" "" 
No effort nor The o rgan ization The orga n izat ion The o rganization The o rganizat ion 

recog nit ion of has made has identified used resu It s from used resu lt s from 

need to pre liminary resu It s from some p reviou s all previous 

incorporate efforts to identify p revious exercises and exerc ises and 

resu lts from and co llect t he exercises and rea l-world rea l-wor ld 

p rev ious results from rea l-world events to guide events t o g uide 

exercises and previous events, b ut has current p lan ning current p lan ning 

rea l-world exercises and not yet used t he efforts. effo rts. 

eve nts to gu ide rea l-world resu lts to g uide 

t he event s. deve lop ment of 

deve lopment of t he cont in uity 

the cont inuit y prog ram or p lan. 

p rog ram. 



Building 
This section examines whether the organization has built a 
comprehensive continuity program. 

 

Planning 

 

 
  

11. Has the organization developed a comprehensive continuity plan?* 

----I"'\--- ----1"'\..-- ---I"'\...---

No effort no r The o rga nizat ion The organ izat io n The o rga nization Sen io r 

recogn it io n of init iated d rafted a drafted and leadershi p 

need fo r a p re lim in ary comprehens ive reviewed a and/ o r e lected 

comprehensive efforts t o cont inuity p lan, comprehensive officials 

co nt inu ity p lan. deve lop a but has not cont inuity p lan; approved t he 

comprehens ive widely shared however, senio r com pre he ns ive 

cont inu ity p lan. t he d raft w it h t he leadership cont inu ity p lan. 

organizati on . and /or e lected 

officials have not 

yet fo rmally 

approved t he 

p lan. 

12. Has the organization conducted a Business Process Analysis (BPA}?* 

--I'"'\....-- ----r'\...-- ----r'\...--

No effort no r The o rga nizat ion The o rgan izat io n The o rga nizat ion The organizat ion 

recogn it io n of init iated partially has conducted a completed a 

need fo r pre lim inary completed the BPA, alt houg h BPA and 

conduct ing a efforts to BPA process. some areas fo r inco rporated the 

BPA. cond uct a BPA improvement info rmat ion int o 

b ut has not remain. The t he cont inu it y 

co nducted the o rganizat ion has p lan. 

analys is. co nt inued 

p lanni ng t o fu lly 

add ress. 



 

 
  

13. Has the organization conducted a risk assessment?* 

r,..__ __ 

No effort nor 

recogn it ion of 

need for 

conducting a risk 

assessment . 

The organizat ion 

init iated 

p rel iminary 

efforts t o 

conduct a risk 

assessment , but 

has not 

conducted t he 

ana lysis. 

---f\___ 

The o rgan izat ion 

partia l ly 

completed a risk 

assessment. 

The organ izat ion 

has conducted a 

risk assessment, 

although some 

areas for 

improvement 

remai n. The 

o rganization has 

cont inued 

p lanning t o fully 

address. 

The organization 

completed a risk 

assessment, 

which ident if ied 

the potent ia l 

threats and 

hazards t o the 

organizat ion, 

and 

incorporated the 

information into 

t he cont inu ity 

p lan. 

14. Has the organization conducted a Business Impact Analysis (BIA)?* 

-
No effort nor 

recogn it ion of 

need for 

conducting a 

BIA. 

~ 

The organizat ion 

init iated 

p rel iminary 

efforts t o 

conduct a BIA, 

b ut has not 

conducted t he 

ana lysis. 

---1""'\...--

The o rganizat ion 

partia l ly 

comp let ed a BIA 

process. 

The organ izat ion 

has conducted a 

BIA, alt hough 

some areas for 

improvement 

remai n. The 

The organization 

completed a 

BIA, which 

ident ified how 

ident ified t hreat s 

and hazards may 

o rganization has impact t he 

cont inued o rganization 's 

p lanning to fully abi lity to 

address. perform it 

essent ia l 

funct ions. The 

organ izat ion 

incorporated the 

informat ion into 

t he cont inu ity 

p lan. 



 

 

15. Has the organization identified and prioritized the essential 
functions that it must continue to perform during a continuity event?* 

- _____f'°'\_ _____f'°'\_ -----"' -----"' 

No effort nor The organization The organization The organization The organization 

recogn it ion o f made identified identified and ident ified, 

need for preliminary organizat ional prioritized prioritized, and 

id entifying and efforts to identify essential organizat ional adopted 

priorit izing organizational functions, but essent ia l o rganizational 

organ izat ional essent ia l has not functions, essentia l 

essent ial funct ions, but prioritized t hese although some functions and 

functions. has not c reated a functions. areas for incorporated 

forma l l ist. improvement these functions 

remain. The into the 

o rganization has continuit y p lan. 

continued 

p lanning to fu l ly 

address. 

16. Has the organization identified and planned for mitigation options 
to support the continuance of essential functions, such as identifying 
alternate sites, teleworking, developing devolution plans, or entering 
into mutual aid agreements?* 

,.... 
No effort nor 

recognition o f 

need for 

identifying 

mitigation 

options for 

cont inuity. 

_/""\_ ____r"'\_ 

The organization The o rganization The organization The organization 

init iated 

preliminary 

efforts to identify 

m itigation 

options, but has 

not identified 

formal 

strategies. 

identified 

m it igat ion 

options, but has 

not completed 

planning for 

each ident ified 

option. 

identified 

mitigation 

options and 

completed 

p lanning for 

most options, 

a lthough areas 

identified 

mitigation 

options and fu l ly 

p lanned for each 

option to 

support t h e 

cont inuance of 

for improvement essentia l 

remain . The funct ions during 

o rganization has an event that 

cont inued disrupts normal 

p lanning t o fu lly operat ions. 

address and 

support each 

identified 

mitigation 

option. 



 

 
  

17. Has the organization established and documented orders of 
succession to ensure an orderly and predefined transition of 
leadership?* 

r- ---1""'\...-- ---f'\___ ---I""\...-- --I"""\ 

No effort nor The organizat ion The o rganizat ion The organ izat ion The organization 

recogn it ion of partial ly drafted drafted orders of estab lished estab lished and 

need to estab lish orders of succession for orders of documented 

and document succession for the organizat ion succession for al l orders of 

o rd ers of key posit ions, head, b ut has key posit ions, succession that 

succession. b ut has not not comp leted although areas are at least t hree 

comp leted the orders of for improvement posit ions deep 

documents. succession for remain, such as and 

other key orders not t hree geographica lly 

posit ions. posit ions deep d ispersed, 

or where possib le. 

geographica lly Genera l Counsel 

dispersed, approved t he 

where possib le. orders of 

succession. 

18. Has the organization established and documented delegations of 
authority to make key decisions, conduct essential functions, and direct 
the organization?* 

- __r\,...___ ~ ---I""\...-- __r,.. 

No effort nor The organizat ion The o rgan izat ion The organ izat ion The organization 

recogn it ion of init iated d rafting drafted established established 

need to estab lish of de legat ions of delegations for delegat ions of d e legations of 

and document aut hority for key organ izat ion aut hority for authority for al I 

delegations of posit ions, b ut di rect ion, but most key key funct ions. 

aut hority. has not has not funct ions. Genera l Counsel 

comp leted the completed approved t he 

documents. delegations for delegat ions. 

other key 

functions. 



 

 
  

19. Has the organization clearly explained the expectations, roles, and 
responsibilities for all personnel during a continuity plan activation?* 

r'\ .....f"\___ .....f"\___ ____f\___ .....J"""\ 

No effort nor The organizat ion The o rganizat ion The organ izat ion The organization 

recogn it ion of in it iated d rafting clearly explained clearly explained clearly exp lained 

need t o explain of expectations, the expectations, t he expectat ions, the expectat ions, 

t he expectat ions, ro les, and ro les, and ro les, and roles, and 

ro les, and responsi b i I it ies, responsib i lit ies responsi b i I it ies responsib ilit ies 

respon si bi I ities b ut has not in writ ing for in writ ing for a ll in writ ing for al l 

for personne l. comp leted the cont inuity personnel in the personne l in t he 

effort. personnel, b ut event the event t he 

has not cont inu ity p lan is cont inu ity p lan is 

completed for a ll act ivated, but activated and 

staff. has not d isseminated 

comp leted this informat ion 

not ificat ion of a ll t o all st aff. 

personnel. 

20. Has the organization implemented a strategy to communicate the 
organization's operating status to all staff and with external 
stakeholders?* 

- ~ ~ ~ 

No effort nor The organizat ion The o rgan izat ion The organ izat ion The organization 

recogn it ion of init iated developed a d eve loped a developed 

need to p rel iminary st rategy to process t o mu lt iple 

implement efforts to identify commun icate commun icate st rategies to 

st rateg ies t o st rateg ies to instructions, inst ruct ions, communicate 

commun icate communicate operat ing status, operating status, instruct ions, 

wit h staff and w ith staff and and other and ot her operat ing status, 

stakeholders. stakeho lders. informat ion w ith informat ion with and other 

some all personnel informat ion wit h 

stakeholders, and externa l al l personne l 

but not all. stakeho lders, and externa l 

but backup stakeho ld ers. 

st rategies are 

not identified. 



 

 
  

21. Has the organization implemented a process to account for all staff, 
including contractors, in the event of an emergency?* 

r,..__ __ 

No effort or The organizat ion The o rganizat ion The organ izat ion Mu lt iple 

recogn it ion of init iated developed a d eve loped a processes exist 

need to account p rel iminary p rocess to process t o to account for al I 

fo r all st aff. efforts to identify account for al l account for a ll personne l. 

st rateg ies personnel, b ut personne l, but 

account for all t he process is has not 

staff. fragmented. id ent if ied 

backup 

st rateg ies. 

22. Has the organization ensured the needs of personnel with 
disabilities are considered during the continuity planning process?* 

- ____/"'\ ___/""'\ r"\ r'\ 

No effort nor The organizat ion The organizat ion The continu ity The continuity 

recogn it ion of init iated efforts d isseminated p lan is p lar is 

need to explain to coord inate the cont inuity disseminated in d isseminated in 

the expectat ions, and integrate p lan in advance advance of an advance of an 

ro les, and the needs of ofan emergency to emergency to al I 

resp on si b i I it ies personnel wit h emergency. The continuity personnel and 

for personne l. d isabi lit ies into p lan incl ud ed personne l and includes how 

the p lanning informat ion on includes how personnel 

p rocess. how personnel personne l request a 

request a request a reasona b le 

reasonab le reasonab le accommodation 

accommodat ion. accommodat ion and already 

The organizat ion and already incorporates 

has not incorporates common ly 

incorporated common ly requested 

commonly requested reasona b le 

req uested reasona b le accommodation 

reasonab le accommodat ion s into the p lan. 

accommodat ion s into the p lan. 

s into t he p lan. 



 

 
  

23. Has the organization provided guidance to employees on individual 
and community preparedness actions to ensure readiness during a 
continuity activation?* 

No effo rt no r 

recognit io n of 

need to p rovid e 

guidance on 

ind ividual and 

community 

p reparedness 

actio ns. 

0 
The o rganizat io n 

init iated efforts 

to id ent ify 

g uid ance o n 

ind ivid ual and 

community 

prepared ness 

actions. 

The o rganizat ion 

d rafted 

guid ance on 

ind ividual and 

community 

p reparedness, 

b ut has not 

w id ely shared 

th is guid ance 

with the 

o rganizat io n. 

The o rganizat io n The organizat io n 

provid ed p rovided 

guid ance to all guid ance to all 

em ployees on emp loyees o n 

ind ivid ual and ind ivid ual and 

co mmunity community 

prepared ness p rep aredness 

actions. The actions to ensure 

o rganizat ion has read iness d uring 

not yet a co ntinuity 

cond ucted act ivat ion and 

prepared ness cond ucted 

activit ies to p rep aredness 

supp ort t his activit ies to 

guid ance. suppo rt this 

guid ance. 

24. Has the organization identified and inventoried essential records, 
including emergency operating records and legal and financial rights 
records?* 

No effo rt no r The o rganizat io n The o rganizat ion The o rganizat io n Th e organizat io n 

recognit io n o f init iated efforts has pa rtially identifi ed and id ent ified and 

need to to ident ify and id entifi ed and/ o r invento ried all invento ried all 

inventory invento ry invento rying essent ial essential 

essent ial essent ial esse ntial records, b ut t he reco rd s, to 

record s. records. record s, but the invento ry includ e t he 

process is not req uires locatio ns of 

comp lete o r add it io nal d etail. id entif ied 

co mp rehensive. record s and d at e 

of record . 



 

 
  

25. Has the organization developed a plan or procedures to activate 
your continuity plan?* 

- -
No effort no r The o rganizat io n The o rganization The o rganizat io n The organizat io n 

recognit io n of init ated efforts d rafted d evelo ped, but finalized 

need to d evelo p to d evelop activat io n not finalized p rocedures to 

a plan o r p rocess activation p ro cedures, b ut proced ures to activate t he 

to activate the p rocedures. the pro cedures activate the co nt inuity p lan, 

continuity plan. were not co nt inuity plan. to includ e 

comp let e, Ad d it io nal id entifying 

comp rehensive, d etails or t riggers and the 

nor app roved. p roced ures for ind ivid uals wit h 

act ivation are the autho rity to 

being finalized . act ivate. 

26. Has the organization developed a plan or procedures to recover 
from the effects of an emergency and transitioning back to normal 
operations after a continuity activation?* 

No effort no r 

recognit io n of 

need to d evelo p 

a p lan o r 

p rcced ures to 

recover fro m the 

effects of an 

emerg ency. 

The o rganizat io n 

init iated effo rts 

to d evelop 

reconst itut ion 

plans o r 

p roceoures. 

The o rganization 

d rafted 

reconstitut ion 

p ro cedures, but 

the pro cedures 

are not 

comp let e, 

comprehensive, 

nor app roved. 

The o rganizat io n The organizat io n 

d eveloped, but finalized a olan 

not ye: f inalized or procedures to 

a plan or recover from the 

proced ures to effects of an 

recover from t he em erg ency, to 
effects of an include 

em ergency. assessing the 

Ad dit io nal status of affected 

d etails o r o perations and 

p roce:::lures for ret urn ing to 

reco r st itutio n no rm al 

are being operat io ns. 

fi 11c1l iLetl . 



Organizing 

 

 

27. Has the organization identified continuity personnel who would 
support the performance of essential functions during a continuity plan 
activation?* 

No effort nor 

recognition of 

need to ident ify 

cont inuity 

personnel. 

The o rganization 
in it iated efforts 

t o identify 

co ntinuity 

personnel. 

,... 

The o rganizat ion 

has identified 

continuity 

personnel, but 
has not inform ed 

these individuals 

in writing of the ir 

ro les and 

responsib i lities. 

The o rganizat ion 

has not 

ident ified 
a lternates for 

positions. 

The o rganization 
has identified 

continuity 

personnel and 
informed these 

individuals in 

writ ing of their 

roles and 

responsibil ities. 

The o rganization 

identified 

alternates for 

most posit ions 

and satisfied any 

app licable 
collective 

bargaining 

o b ligations. 

The organizat io n 
ident ified 

continuity 

personnel and 
alternates and 

informed these 

indiv id uals in 

writ ing o ftheir 

ro les and 

responsib il ities. 

The organizat ion 

sat isfied any 

applicable 
co llective 

bargaining 

o b ligations. 

28. Has the organization established an appropriate point-of-contact 
rosters of trained continuity personnel?* 

,.._ ,.._ ,.._ ,.._ 

No effort nor The organization The o rgan ization The organization The organization 

recognition of initiated efforts maintains a mainta ins a ma intains a 

need to develop to develop a contact roster of contact roster of contact roster o f 

a roster of roster of primary primary and p rimary and 

continuity continuity continuity a lternate alternate 

personnel. personnel, but p erso nnel, but continuity cont inuity 

has yet to create has not included personnel. The personnel. The 

a roster. alternates. The roster includes roster includes 

roster incl uded multiple mult ip le 

at least one method s to methods t o 

method to contact most cont act 

contact personnel. personnel. 

personnel. 



Equipping 

 

 

29. Has the organization identified and implemented interoperable and 
available communications capabilities for the performance of essential 
functions?* 

No effo rt nor The o rgan izat io n The o rgan izatio n The o rgan izatio n T h e o rganizatio n 

recognit io n o f in it iat ed efforts ident ified ident if ied id e nt i f ied and 

n eed to ident ify to identify and in t e roperable interoperable im p lemente d 

and im p lement implement and avai lable and avai lable intero p e ra b le 

interoperable interoperable c o mmun ications communicat ions a n d av a i lable 

and ava i la b le and available ca p ab i l it ies t o capabi l it ies to communicatio ns 

communicat io ns communicat ions support support capa b il it ies to 

cap abi l it ies. capabil it ies to id ent ified ident if ied support 

support essentia l essentia l identified 

identif ied functions, but functions, and essentia l 

essentia l h as not implemented functions. 

f unct ions. imple mente d most, b ut no t a ll. Systems are 

t h ese connected to 

capabilit ies. bac k-u p p ower 

capabi l ity. 

30. Has your organization identified critical systems and equipment and 
associated recovery time objectives to support identified e ssential 
functions and access essential records?* 

No effort o r 

recogn it ion o f 

n eed t o id e nt ify 
and o btai n 

c r it ical systems 

and equipment 

t o suppo rt 

id e nt if ied 

e sse nt ial 

funct ions and 

access essential 

records. 

T h e o rganizat ion 

in it iat ed efforts 

to identify crit ical 

systems t o 

support 

ident if ied 

essentia l 

functio ns and 

associated 

recov e ry t ime 

obj e ctives. 

The organizat ion 
id e nt if ied c rit ical 

systems t o 

support 
id e nt if ied 

esse nt ia l 

funct io ns, b ut 

has n ot 
id e nt if ied 

recov e ry t ime 

o b j ectives. 

The o rganizat ion 

identif ied crit ical 

systems, and 

d evelo ped 

p rocesses in 

p lace to ensure 

an acceptable 

recovery t ime 
objective , for 

most, b ut not a l l 

systems. 

The o rganizatio n 
id entifie d crit ical 

systems a n d 

e quipment to 

support essentia l 

f u n ctions and 

access essent ia l 

records and 

implemente d 

p rocesses t o 

ensure an 

acce p table 

recove ry t ime 

objective. 

Systems are 

connected to 

b a c k-up p ower 

capabil ity. 



 
Training 

 
  

31. Has your organizational continuity program synchronized resources 
to support continuity events with other continuity plans and programs 
(both internally and externally)?* 

- - .... 

No effo rt nor The o rg anizat io n The o rganizat ion The o rg anizat io n A complete 

recognit io n of in it iated efforts identified other coord inated a nd synchro nizat io n 

need to t o coord inate int er- and int ra- synchro nized of resources 

synchro nize reso urces with o rganizat ional other inter- and across other 

resources fo r ot her inter- and continuity intra- inter- and int ra-

continuity events intra- reso urces; o rganizat ional organizat io nal 

with continuity o rganizat io nal however continuity co nt inuity p lans 

plans and continuity plans co ord ination is reso urces and and p rograms 

p rograms across and p rograms. in t he init ial init iated a has been 

the organizat ion stag es. system for co mpleted . 

or wit h other resource 

o rganizat io ns. management 

(includ ing 

MO Us/ MOAs). 

32. Have all staff members completed continuity awareness training?* 

- -
No effort o r The o rganizat io n Training o n ro les, Most, b ut not a ll, A ll req uired staff 

recognit io n of i11it iated efforts resp onsibi I it i es, staff complete d comp let ed 

need for to d evelop and expectat ions awareness awareness 

continuity co nt inuity has b een training o n th e t raining o n the 

awareness awareness created, b ut has continuity plan cont inuity plan 

t raining . t raining fo r all not been and ro les, and roles, 

staff. provid ed to staff. responsi bi I it ies, responsibi lit ies, 

and expectat io ns and expectat io ns 

upo n it s up on its 

activat ion. activat io n. 



 

 
  

33. Has the organization trained continuity personnel on continuity 
plans and strategies?* 

- -
No effo rt nor The o rganizat io n The o rganizat ion M ost p rimary A ll prim ary and 

recognit io n of has not p rovid ed has co nd ucted and alternate alternate 

need to co nduct formal t raining so me t raining of co ntinuity cont inuity 
training for provid ed to pr imary and p erso nnel, to perso nnel, to 

co ntinuity co nt inuity alt ernate includ e include 

perso nnel. perso nnel; the continuity lead ership leadership 

organizat ion perso nnel, to and/ or elected and/ or elected 

in ·t iated efforts includ e officials, have officials, have 

to p repare lead ership received up-to - received up-to-

necessary and/or elected d ate t raining . date training . 

t raining . officials. 

34. Has continuity personnel participated in regular continuity training 
activities with other continuity programs (both internally and 
externally)?* 

No effo rt nor 

system 
und erway nor 

recognit ion of 

need t ::> 

s:1nchronize or 

co ord inate 

continuity 
training 

prog rams with 

other inter- and 

intra­

organizat ional 

r.n ntinuity 

programs. 

-
The o rganizat io n 

init iated efforts 

to id ent ify 

necessary 

t ·aining on other 

nter- and intra-

org anizst io nal 

co ntinuity plans 

and p rograms. 

Plans to co nd uct 

t raining on t he 
synchronizat io n 

of inter- and 

intra-

organizat ions 

co nt inuity p lans 

and prog rams 
has been 

d rafted, b ut 

training has not 

been conducted . 

The o r9anizat ion The organizatio n 

co nd ucted t r3ined all 

training o n the cont inuity 

synchro nizat ion p lanning team 

of inter- and members 0 , 

i--itra - other inter- a, d 

o rga, izat io ns intra-

continuity p lans organizat io nal 

and programs, cont inuity 

b ut not all p rog rams. 

co ntinuity 

p erso ,nel were 

t rained . 



Exercise 

 

 

35. Has the organization conducted testing of alert and notification 
procedures?* 

No effort nor 

recognit io n of 

need for t esting 

of alert and 

not ificat ion 

proced ures. 

The o rganization 

init iated efforts 

to begin test ing, 

b ut testing has 

yet to occur. 

The o rganization The o rganizat io n The organizatio n 

tested alert and tested alert and tests alert and 

notif icat io n 

p ro cedures, b ut 

has not 

implemented 

improvement 

actio n planning. 

notificatio n 

p roced ures and 

imp lemented 

imp rovement 

actio n p lanning . 

The o rganizat io n 

has not 

co mpared 

results to 

previous tests o r 

results were 

sim ilar to 

p revio us tests. 

not ifi cat ion 

p roced ures and 

implemented 

improvement 

actio n planning. 

Testing 

d emonst rated an 

improvement 

compared to 

p revious tests. 

36. Has the organization conducted testing of activation procedures?* 

No effort nor 

recognit io n of 

need for t esting 

of activation 

proced ures. 

-
The o rganization 

init iated efforts 

to begin test ing, 

b ut testing has 

yet to occur. 

-
The o rganization The o rganizat io n The organizatio n 

tested activat io n 

p roced u res. The 

organizat ion has 

not 

implem ented 

improvement 

actio n p lanning. 

tested activation 

p roced ures and 

imp lemented 

imp rovement 

actio n p lanning . 

The o rganizat io n 

has not 

t ested act ivation 

p roced ures and 

implemented 

improvement 

actio n planning. 

Testing 

d emonst rated an 

co mpared improvement 

results to compared to 

previous tests o r p revious tests. 

results were 

sim ilar to 

p revio us tests. 



 

 

37. Has the organization conducted testing of accountability 
procedures?* 

No effort nor 

recognit io n of 

need for testing 

o f accountabi lity 

procedu res. 

The o rganization 

in itiat ed efforts 

to begin test ing, 

but testing has 

y et to occur. 

Th e o rganizatio n 

t ested 

accountability 

procedures, but 

h as not 

implemented 

improvement 

actio n pla nning. 

The o rganizat ion 

tested 

accountabi lity 

proced u res and 

implemented 

improvement 

action p lanning. 

The o rganizat ion 

has not 

comp ared 

results to 

p revious tests o r 

results w e re 

sim i lar to 

prev io us tests. 

Th e o rganization 

tested 

accountabi lity 

p rocedu res and 

implemented 

improvement 

actio n p lanning . 

Testing 

d emonstrated an 

improve m e nt 

compared to 

previous t ests. 

38. Has the organization conducted testing of the interoperable and 
available communications capabilities that support identified essential 
functions?* 

No effort or The o rganization Th e organizatio n The o rganization Th e organizat io n 

recognition of in it iated effort£ t e£ted t e£ted t e£ted 
need for te:;t ing to begin t e:;ting, communicat ion s communicatio n s: communicotion5 

communicatio n b ut testing has procedures w ith capabi lit ies w ith capabil it ies w it h 

cap ab il it ies. yet to occur. interna l partners. internal and internal and 

Th e u ry,:mialliu 11 exler 11ol pell l11e1::; exlerric:11 parlrier::; 

has not t ested and and 
w ith external implemented implemented 

partners and has improvement im p ro vement 

not action p lanning . action p lanning. 

implemented I he o rganization lesting 

improvement has not d emonstrated an 

actio n p lanning. comp ared im p ro vement 
results t o compared to 

previous tests o r p revious t ests. 
resu lts w ere 

similar to 

p rev ious t ests. 



 

 

39. Has the organization conducted testing of critical systems and 
equipment and strategies to meet associated recovery time objectives? 

* 

No effo rt nor 

recogn it ion o f 

n eed for t esting 

of re covery t im e 

o b jectives for 

crit ical systems 

and equipme nt. 

Th e o rgan izat io n 

in it iated efforts 

t o b e g in t est i ng , 

but test ing has 

yet to o cc ur. 

The o rganization 

t este d reco very 

t im e object ives 

for c rit ical 

systems a n d 

equipment, but 

h as not 

implemente d 

impro v ement 

action p lan n ing. 

T h e o rg an ization 

tested re covery 

t ime objectives 

for c r it ica l 

systems and 

e q u ipme nt and 

implement ed 

improvement 

a ction p lanning. 

T h e o rg an ization 

has n o t 

compa re d t h e 

results to 

p revious tests or 

resu lts w e re 

sim i la r to 

p revious tests. 

Th e o rganizatio n 

test e d recove ry 

t im e o b j e ctives 

for c rit ical 

systems and 

equ ipment a n d 

implemented 

improve ment 

actio n p lanning. 

Testing 

demonst rated an 

improve ment 

compared t o 

p re vious tests. 

40. Has the organization regularly conducted organization-wide 
continuity exercises that include exercising of mitigation options that 
support the continuance of essential functions?"'" 

No effort nor 
recognit ion of 

nee d for 
con d u cting 
cont inuity 
exercise 

activ it ies w it h in 
t h e o rgan izat ion . 

I he o rganization 
in it iated 

p lann in g fo r a 
contin uity 

exercise, b ut h as 
no t conducted a 
fo rmal exerc ise. 

I h e o rganizat io n 
conducted an 

exe rcise to t est 

t h e 
comprehe nsive 
continu ity p lan. 

T h e e x e rc ise was 

l im ited scope 
w it h l im it e d 

partic ipation. 

l he 

o rgan izat ion, 
includ ing :;e n io r 

lead e rsh ip , 

e xerc ise d the 

contin u ity p lan 
v ia tabletop 

exercises. The 

o rganizat ion 
inco rp o rated al l 

0 1 I·" ' I L::; o r Lite 

p la n into 
organ izat ion­

w ide exercises 
and 

im p lement ed 
im p rovement 

actio n p lanning. 

lhe 
o rgan izat ion, 

in clud ing :;enio r 
lead e rship , 

exercised t h e 

compreh ensive 
contin u ity p lan 

v ia functio na l or 

fu ll scale 
exercises. The 
o r \:jclll iLoliu ri 

incorporated a l l 
or parts o f t h e 

p lan into 
organizat io n · 

w ide exe rcises 

and 
implemente d 
im p rovement 

act ion p la n n ing. 



 

 

41. Has the organization conducted exercises of the reconstitution plan 
or procedures to exercise recovery from the effects of an emergency 
and transitioning back to normal operations after a continuity 
activation?* 

No effo rt nor 

re c o g n it io n of 

n eed for 

c o n d u cting 

recon stit u t io n 

exerc ise 

activit ie s wit h in 

t h e o rgan ization . 

T h e o rgan izat io n 

in it iated 

plannin g for a 

reco nstit u t io n 

exe rcise, but h as 

n ot con d ucted a 

f o rmal exercise . 

Exerc ise s to test 

the t h e 

re c o n st it utio n 

p la n and 

p roced ure s h av e 

been co n ducte d 

in lim ited scope 

wit h lim ited 

partic ipatio n. 

Rec o n stit utio n is 

n o t in cl u d e d in 

o rgan izat io n ­

w ide exerc ise s, 

in clud in g 

exerc ise s o f t h e 

c o ntin u ity p la n . 

T h e 

o rganizatio n , 

in cl u d in g sen ior 

leadership, 

exerc is e s t h e 

recon stit ution 

pla n v ia t a b letop 

exerc ise s . A ll o r 

pa rts o f the 

recon stit utio n 

p la n a re 

in corp o rat e d 

into 

o rg a nization­

w ide exerc is es. 

Impro v e m ent 

actio n p lanning 

is bei n g 

imp le m ented. 

Th e 

o rg anizat io n , 

in clud in g senio r 

leaders h ip, 

exerc ises t h e 

re constit ution 

p la n via 

fu n ctional o r f u l l 

scale exe rc ise s . 

A ll o r parts of 

t h e p la n a re 

i n corporated 

int o 

o rgan izatio n­

wide exerc ise s. 

Impro v e m e nt 

actio n p la n n in g 

is bein g 

imple m e nt e d . 

42. Has the organization exercised with internal and external partners 
to coordinate continuity plans and programs?"" 

No effort nor 

sy stem 
u n derway n o r 
re coqn it ion o f 

n eed t o 
synchro n ize o r 

coord inate 

contin u ity 
exercise 

p roqram s w it h 
o the r inte r- a n d 

in t ra­
o rqan izat ion a l 

contin u ity 
p roq rams. 

T h e o rqan izat io n Th e o rqan izat io n 
in it iat e d exerc ise drafted p la n s to 

coord in atio n con d uct 
w it h inte rna l and exercise s o n t h e 

e xte rna l sync h ro n izat io n 
partn e rs, but h as o f inter- and 
n o t c o n ducte d i ntra -

c o o rd in ated o rqan izat io n s 
e xercise s. c o nt in u ity plan s 

and p roq ra m s, 

but h as n o t 
conducte d 

coord in at e d 
exerc ises. 

T h e o rq an izat io n 

con d u cted 
exercises o n t h e 
synchro n izat io n 
e it h e r in ter- o r 

intra · 
o rq anizations 

co ntin u ity p lan s 
a n d p ro q ra m s, 
b ut p a rtne rs o r 

in t eq rat io n 

T h e o rq a n izat io n 

exercised t h e 
synchron ization 

o f other inter­
a n d intr a­

o rqan izat io na l 
cont in u it y p la n s 
and p roq rams 

w it h t h e 
o rqan izat io n ·s 
continuity p la n 

poin ts w e re not an d p roqram 
co m p re h e n siv e . and partic ipated 

in associat e d 
impro vement 

actio n p la n n in q 
to im p ro v e 

p a rtn e r 
coordination . 



Additional Comments (255 characters) 

 

 

Maintaining 
This section examines whether the organization is maintaining a viable 
continuity capability and maturing its continuity program. 

 

Planning 

 

 

43. Has the organization developed a m ulti-year strategic plan to 
provide for the developm ent, m aintenance, and review of the continuity 
p lan and program?* 

No effort o r Th e o rga nization 

recognit io n of in it iated effo rts 

need t o co nd u ct to conduct mult i-

multi-y ea r 

strateg ic 

planning . 

y ear strategic 

p lan n ing. 

The o rg an izat io n T he o rgan izatio n 

cond ucted developed a 

strateg ic 

p lan n ing on a n 

ad hoc b asis, b ut 

has n o t 

deve lo p ed a 

formal m u lt i-y ea r 

strategic p la n. 

m u lt i-y ear 

st rate g ic p lan, 

b ut does not 

re v ie w t he p lan 

o n an annua l 

b asis over a 

m u lt i-y ear 

peri o d . 

Organ izatio n 

leadersh ip 

approved a 

form a I, mult i­

year st rat eg ic 

p lan. The 

organ izat io n 

rev iew ed the 

p lan annu ally 

over a m ulti-yea r 

p e r io d t o assess 

p rog ress aga inst 

t he goa ls 

id entif ied w ith in 

the p lan. 



 
  

44. Has the organization developed metrics or success criteria in order 
to evaluate the continuity plan and program on a regular basis?* 

No effort o r 

recognit io n of 

need to id entify 

continuity 

metr ics o r 

success crite ria. 

The o rganizatio n 

init iated efforts 

to id ent ify 

continuity 

metrics o r 

success criteria 

to evaluate t he 

o rganizat io n's 

continuity plans 

and prog ram. 

The o rganizat ion 

d evelo ped 

continuity 

met r ics o r 

success cr iteria 

to evaluate the 

o rganizat io n's 

co nt inuity p lans 

and p ro g ram, 

b ut has not 

evaluated the 

p rog ram on a 

reg ular basis. 

The o rganizat io n The organizatio n 

d eveloped d eveloped 

continuity continuity 

metrics o r metri cs or 

success criteria success criteria 

to evaluat e the to evaluate the 

organizatio n's o rganizat ion's 

continuity p lans co ntinuity p lans 

and p rog ram and prog ram 

and used the and used the 

met rics to metrics to 

evaluate plans evaluate t he 

and p ro grams. p lans and 

The o rg anizat io n p rog rams. The 

reviewed and o rganizat io n 

upd ated these reviewed and 

metrics o r updat ed t hese 

criteria within metri cs or 

the past year, but c riteria o n an 

has not reviewed annual basis 

the met ri cs over over a multi-year 

a mult i-year p erio d . 

period . 



 
  

45. Has the organization established a working group that reviews and 
revises the continuity plan acccordinig to a regular, formal schedule?* 

No effort o r The o rg anizat io n The o rganizat ion The o rganizat io n The organizatio n 

recognit io n of init iated efforts review ed the estab lished a established a 

need to id entify to estab lish a continuity formal schedule fo rm al sched ule 

a review cycle fo r review cycle fo r st rategy, p lan, and working and wo rking 

cont inuity p lans the and sup porting g ro up to review group to review 

and other o rganizat io n's d o cuments o n and revise the and revise t he 

d ocuments. co nt inuity an ad ho c b asis. organizatio n's o rganizat ion's 

strategy, p lan, co ntinuity cont inuity 

and suppo rting strategy, p lan, st rategy, plan, 

d o cuments/ agre and supp orting and suppo rting 

ements. documents/ agre d ocuments/ag re 

ements. The ements. 

organizatio n Documents were 

reviewed the reviewed o n at 

d ocuments least an annual 

w ithin the past basis over a 

year, b ut has not m ult i-year 

reviewed p erio d . 

annually over a 

mult i-year 

period . 



 

 
  

46. Has the organization reviewed and updated, as needed, its Business 
Process Analysis (BPA)?* 

No effort o r 

recognit io n of 

need for 

cond ucting a 

BPA. 

-
The o rganizat io n 

co mpleted a 

BPA, but has not 

reviewed t he 

BPA. 

The o rganizat ion 

comp leted a 

BPAand 

reviewed the 

BPA on an ad 

hoc b asis o r less 

frequent ly t han 

b iennially. 

ABPA is The organizatio n 

co mpleted and reviewed and 

reviewed and upd ated, as 

upd ated wit hin necessary, t he 

the past two BPA on a 

years. A biennial b iennial basis 

review has not over a multi-year 

been cond ucted p erio d . 

over a mult i-year 

period . 

4 7. Has the organization reviewed and updated, as needed, its risk 
assessments?* 

No effort o r 

recognit io n of 

need for 

co nducting r isk 

assessments. 

- 0 
The o rganizat io n The o rganizat ion The o rganizat io n The organizatio n 

conducted a risk cond ucted a ri sk co nducted a risk co nd ucted a risk 

assessment, but 

has not reviewed 

the assessment . 

assessment and 

reviewed the 

assessment on 

an ad ho c b asis 

o r less frequently 

t han b iennially. 

assessmen: and 

reviewed and 

upd ated, as 

necessary, the 

assessment 

w ithin the past 

assessment and 

reviewed and 

upd ated, as 

necessary, t he 

assessment o n a 

b iennial basis 

two years. The over a multi-year 

o rganizat ion has p erio d . 

not co nducted a 

b iennial review 

over a mult i-year 

period . 



 

 
  

48. Has the organization reviewed and updated, as needed, its BIA?* 

-
No effort o r The organizat io n The o rganizat ion The o rganizat io n The organizat io n 

recognit io n of completed a reviewed the BIA reviewed and reviewed and 

need for DIA, b ut has not o n an ad hoc upd ated the DIA updat ed t he DIA 

conducting a reviewed t he basis o r less w ithin the past o n a b iennial 

BIA. BIA. frequent ly t han two years. The b asis over a 

b iennially. o rganizat ion has mult i-year 

not co nducted a p erio d . 

b iennial review 

over a mult i-year 

period . 

49. Has the organization reviewed and updated, as needed, its orders of 
succession and delegations of authority?* 

No effort o r The o rganizat io n The o rganizat ion The o rganizat ion The organizat io n 
recognit ion of comp leted reviewed o rd ers reviewed and reviewed and 

need for o rd ers of of successio n upd ated orders up dated o rd ers 

develo ping succession and and d elegat io ns of successio n of successio , 

o rd ers of delegations of of authority on and d elegatio ns and delegat ions 

successio n and authority, but has an ad hoc b asis, of aut hority of authority on 
d elegat ions of not reviewed the reviewed less w ithin the past an annual b asis 

autho rity. d ocuments. frequent ly t han year. The over a multi-year 

annually, o r has o rganizat ion has perio d . 

not reviewed all not conducted 

d o cuments. an annJal review 

over a 'T1ult i-year 

period . 



 
Organizing 

 

50. Has the organization reviewed and updated essential records and 
the essential records inventory, including emergency operating records 
and legal and financial rights records?* 

- -
No effort o r The o rganizat io n The o rganizat ion The o rganizat io n The organization 

recognit io n of id ent ifi ed reviewed reviewed and reviewed and 

need for essent ial record s essential reco rd s upd ated updat ed 

id entifying t he and comp leted and the essential essent ial reco rd s essential reco rd s 

essent ial records an i nventory. The reco rd s and the and t he essent ial 

and d evelop ing orgranizat io n has inventory o n an invento ry with in records 

an inventory. not reviewed the ad hoc basis, the past year. invento ry o n an 

currency of reviewed less The o rganizat io n annual basis 

record s o r the freq uent ly t han has not over a multi-year 

invento ry. annually, o r have conducted a n p erio d . 

not reviewed all annual review 

d o cuments. over a mult i-y ear 

period . 

51. Has the organization's continuity program established a Corrective 
Action Program (CAP) to track and implement areas for improvement 
from tests, training, and exercise events and real-world activities?* 

- -
No effort o r The o rganizat io n The o rganizat ion The o rganizat io n The organization 

recognit io n of cond ucted after im p lemented a implemented a im p lemented a 

need fo r a CAP. action reviews CAP to t rack CA P to track CAP to track 

and capture d areas for areas fo r areas for 

lesso ns learn ed improvement, im p rovement. im provement . 

after exercise but d o es not The o rganizat io n The organization 

and real-world inclu d e all c onsistently co nsi ste ntly 

events, b ut th e events in the add ressed ad d resses 

organizat io n h as CAP. im provement im provem ent 

not centralized it ems, but has items over a 

th is info rmation n ot sustained m ulti -year 

into the CA P. this effo rt over a p erio d . 

mult i-year 

period . 



 

 
  

52. Has the continuity planning team met on a regular basis?* 

No effort o r The o rganizat io n 

recognit io n of estab lished a 

need a 

co ntinuity 

p lanning team. 

co nt inuity 

p lanning team, 

but the t eam has 

not m et. 

The cc nt inuity 

planning team 

met o , an ad 

hoc basis. 

The continuity 

p lanning t eam 

The continuity 

p lanning team 

met o n a reg ular, met on a regular 

estab lished estab lished basis 

b asis, but has over a multi-year 

not sustained p erio d . 

t he m eet ing 

sched ule over a 

mult i-year 

period . 

53. Has the organization regularly updated appropriate point-of-contact 
rosters of continuity personnel?* 

No effort o r The o rganizat io n The organizat ion The o rganizat io n The organizat ion 

recognitio n of com pleted a reviewed and reviewed and reviewed and 

need for contact roster, updated t,e updated t he updated the 

d eveloping but has not co ntact ro 5ter co ntact roster o n contact roster on 

contact 'Osters. reviewed o r within the past at least a at least a 

uod ateo the three m onths, quarterl y basis mo nthly b asis 

roster wit hin the but the over a mult i-year over a multi-year 

past three o rsanizat ion period . p eriod . 

mo nths. conducted 
reviews o n an ad 

hoc basis. 



Equipping 

 
  

54. Has the organization designated a budget specific to the continuity 
program to support resource acquisition and continuity planning?* 

No effo rt nor 

recognit io n of 

need to budg et 

for or acq uire 

resources to 

supp ort the 

co ntinuity 

prog ram and 

activat io n of t he 

continuity plan. 

-
The o rganizat io n 

init iated 

d evelo pm ent 

budget and 

resource 

requirements for 

the continuity 

p rog ram. 

The o rganizat ion 

d rafted bud get 

and reso urce 

req uirements for 

t he program, b ut 

fund ing and 

resources were 

not available o r 

were limit ed . The 

org anizat io n has 

not upd ated t he 

b ud g et on an 

annual b asis o r 

has not 

sustained annual 

upd ates over a 

multi-year 

perio d . 

The o rganizat io n 

fully b ud geted 

and p rovid ed 

reso urces for t he 

co ntinuity 

p rogram (only 

m ino r gaps 

exist); the 

organizat io n 

up dated t he 

budget at least 

annually over a 

mult i-year 

period . 

The organizat io n 

fully budg eted 

fo r the co nt inuity 

p rog ram and 

p rovided 

necessary 

resources (only 

m inor gaps 

exist); t he 

organizat io n 

updated the 

b ud get at least 

annually over a 

m ult i-year 

p erio d . The 

organizat io n 

included the 

cont inuity 

b ud get within 

organizat io nal 

b ud get st rategic 

planning effo rts 

and d o cuments. 



 
  

55. Has the organization's continuity program identified how it will fund 
operations and acquire necessary resources to support the 
implementation o•f the continuity plan during a continuity event?* 

No effort o r 

recognit io n of 

need to identify 

resources to 

supp ort the 

implementat io n 

of the cont inuity 

p lan. 

-
The o rganizat io n 

h as init iated 

efforts to id ent ify 

resource and 

fund ing 

requirements for 

the 

im p lem entat ion 

of t he co ntinuity 

plan. 

The o rganizat ion 

id entified 

resource and 

fund ing 

req uirements for 

the 

implementat io n 

of the co nt inuity 

p lan, b ut 

resources and 

fund ing was 

lim ited o r not 

available. 

The o rganizat io n The organizat io n 

identifi ed a ll ident ifi ed and 

resources acquired all 

req uired to fund resources 

o perat io ns and req uired to fund 

incorporate d o perat ions and 

these suppo rt the 

requirements im plementat io n 

into t he of the co nt inuity 

co ntinuity p lan, 

bud g et. Fund ing incorporated 

executio n was t hese 

d epend ent up on req uirements 

activat ion of t he into the 

co nt inuity p lan. cont inuity 

b ud g et, and 

fund ed the 

requirem ents. 



Training 

 

 

56. Has the organization regularly trained continuity personnel on 
continuity plans and strategies?* 

No effort no r 

recognit io n of 

need to c onduct 

tra in ing fo r 

continuity 

personnel on a 

regula r basis. 

T h e o rgan izat ion 

t ra ined p r im a ry 

and a lte rn ate 

c o n t inuit y 

personne l, to 

include 

lead e rsh ip 

a n d / o r e lected 

o ffi c ia ls . The 

organ izat io n has 

not condu cted 

t r a in ing w ith in 

t he past y e a r. 

T h e o rganization 

conducte d some 

t ra in ing of 

p r imary and 

a lternate 

cont inu ity 

pe rsonne l, to 

include 

leade rship 

a nd/or e lected 

offic ia ls w it h in 

t h e past y ear. 

T h e o rganization 

h as not 

cond u cted t h e 

t ra i n in g o n an 

annu a l bas is 

over a mu lt i -y ear 

perio d . 

Most primary A ll primary and 

and a lte rnate a lternate 

continu ity con t i n u ity 

personnel, to person n e l, t o 

i n clude include 

leaders hip leadership 

and/or e lected and/or e lected 

offic ia ls , receiv ed officia ls, receivec 

up-to-date up-t o -date 

t ra i n i n g with in t ra ining w it h in 

t h e p ast year t h e past year 

a nd a n nua l ly a n d annually 

o v e r a mu lt i -y ea r over a mu lt i -y ea r 

p e r iod. p e riod . 

57. Have continuity personnel participated in regular continuity training 
activities with other continuity programs (both internally and externally) 
on a regular basis?* 

No effort or 
,:;y::;l e 111 

u nderway nor 
recognit io n o t 

n eed t o 
synchronize o r 

r.onrcl i nritP. 

continuity 

tra in ing 
programs w ith 
oth e r inter - a n d 

intra-
org an izat ional 

continuity 

p rograms. 

I h e o rgan ization 
ll o inet.l w i lh ollU 

on other inter ­

and in t ra ­

organizational 
continuity p lans 
rincl f")rogr;ims 

was p re v io usly 

con d ucted, but 
h as not 

conducted 
t ra in ing w ithin 

the past y ear. 

I h e o rganization 
CUTIU UCLe u ::;un 1e 

tra in ing w it h a n d 

o n o t h e r 

organizati ona I 
c o ntinu ity p lans 
;incl f")roor;ims 

w it h in the p ast 
y ea r. T h e 

organizat ion has 

not c o nducted 
t h e tra in ing on 
an annua l b a s is 

over a mult i -year 

per iod a n d the 
t ra ining was not 

in clusive of a ll 
i ntern a l and 

exl e 111ol 

partn e rs. 

I h e o rgan ization 

p o r l i c i f.)o leu i n 

some tra in in g 

w ith a n d o n bot h 
int e r- and intra­
organ izationa l 

r.ont irn , ity f") IAns 

a n d pro q rams 
w it h in t h e past 

year. T h e 
o rgan ization h as 

not p ro v ided t h e 
tra ining o n on 

annu a l b asis 
ove r a multi-y ear 

p e r iod. 

Continu ity 
p e1::;ur111e l 

partic ip ated in 
regular tra in ing 

with and on 
o t her inter and 

intrri­

orqan izational 
contin u it y plans 
and p rog rams 
w it h in t h e past 

y ear and 
annually o ver o 

m ult i -year 

p eriod. 



Exercise 

 

 

58. Has the organization conducted regular testing of alert and 
notification procedures?* 

No effort o r The o rganizat io n The o rganizat ion The o rganizat io n The organizat io n 

recognit io n of p reviously conducted cond ucted tested alert and 

need for t esting co nd ucted stand-alo ne stand-alo ne notifi cat ion 

of alert and test ing. The test ing of alert testing of alert p ro ced ures 

not ificat io n o rganizat io n has and not ificat io n and notificat io n wit hin the past 

proced ures. n ot conducted p ro cedures proced ures year by 

test ing within t he within the p ast w it hin the past inco rpo rat ing 

past year. year. The year. Test ing the test into an 

organizat io n has occurred at at o rganizat io n-

not cond ucted a least annually w ide exercise. 

test on an annual over a mult i-year Test ing occurred 

basis over a period . at at least 

multi-year annually over a 

perio d . mult i-year 

p eriod . 

59. Has the organization conducted regular testing of activation 
procedures?* 

No effort o r The o rganizat io n The o rganizat ion The o rganizat io n The organizat io n 

recognit io n of p reviously conducted cond ucted t ested act ivat ion 

need for t esting co nd ucted stand-alo ne stand-alo ne p ro ced ures 

of activat io n test ing . Testing test ing of test ing of wit hin the past 

proced ures. has not occurred activat io n activat io n year by 

with in the past p ro cedures proced ures incorpo rat ing 

year. within the p ast w it hin the past the test into an 

year. The year. Test ing o rganizat io n-

organizat io n has occurred at at w ide exercise. 

not cond ucted a least annually Test ing occurred 

test on an annual over a mult i-year at at least 

basis over a period . annually over a 

multi-year mult i-year 

perio d . p erio d . 



 

 

60. Has the organization conducted regular testing of accountability 
procedures?* 

No effort or The org anization The o rganization The organization The organization 

recognit ion of previously conducted conducted test ed 

need for testing conducted stand-alo ne stand-alone account abi lity 

of accountabil ity testing. The t esting of testing of pro cedures 

proced ures. organization has accountabi lity accountabil ity w ithin t he past 

not cond ucted procedures has p rocedures year by 

testing w ithin the occurred wit hin w ith in the past inco rporating 

past year. the past year. year. Testing t he test into an 

Th e o rganization o ccurred at at organization-

has not least annually w id e exercise. 

co nducted a test over a m ulti-year Test ing occurred 

on an annual p er iod. at at least 

basis over a annually over a 

mult i-year m ulti -year 

period. period. 

61 . Has the organization conducted regular testing of the interoperable 
and available communications capabilities that support identified 
essential functions?* 

- -
No effort o r The organization The organization The o rg anizat ion The o rganization 

recognit ion of previously conducted conducted tested 

need for testing conducted stand-alone stand-alone commun ications 

communication testing with testing of test ing o f systems w it h 

capabil it ies. internal o r communications communications internal and 

external systems w ith systems with external partners 

partners. The internal and internal and within the past 

organization h as external partners external partners year by 

not conducted with in the past w it hin the past incorpo rating 

testing w ith in the year. The year. Testing the test into an 

past year. organizatio n has occurred at at organization-

conducted a test least annually w ide exe rcise. 

o n an annual over a mult i-year Testing occurred 

basis over a period. at at least 

multi-year annually over a 

p eriod. mult i-year 

period. 



 

 

62. Has the organization conducted regular testing of critical systems 
and equipment and strategies to meet associated recovery time 
objectives?* 

- -
No effort o r The o rganizatio n The o rganizat ion The o rganizat io n The organizatio n 

recognit io n of p reviously has co nd ucted cond ucted tested recovery 

need for t esting co nd ucted stand-alo ne stand-alo ne t ime o bjectives 

of recovery t ime test ing. The test ing of testing of fo r crit ical 

ob jectives fo r o rganizat io n has recovery t ime recovery t ime system s and 

crit ical systems not cond ucted o bjectives fo r o b jectives for equipment 

and equipment. test ing within t he crit ical systems crit ica l systems wit hin the past 

past year. and eq uip ment and equipment year by 

within the p ast w ithin the past incorpo rat ing 

year. The year. Testing the test into an 

organizatio n has occurred at at o rganizat io n-

not cond ucted a least annually w id e exercise. 

test on an annual over a mult i-year Test ing o ccurs at 

basis over a period . at least annually 

multi-year over a multi-year 

perio d . p erio d . 

63. Has the organization regularly conducted organization-wide 
continuity exercises?* 

- ,... ,... 

No effort o r The o rganizatio n The o rganizat ion The The 

recognit io n of previously cond ucted an o rganization, o rganizatio n, 

need for conducted o rganization- includ ing senio r includ ing senio r 

co nd ucting organizatio n- wid e continuity leadership, lead ership, 

continuity wioe continuity exercise wit hin exercised the exercised the 

exercise exercises. The t he past year. comp rehensive comprehensive 

activit ies w ith in o rg anizat io n has The o rganizat ion continuity plan in continuity p lan in 

the o rganizat io n. not conducted has not a tabletop a functional o r 

an exercise cond ucted an exercise with in full -scale 

with in the past exercise on an the p ast year exercise wit hin 

year. annual basis and annually the past year 

over a mult i-year over a multi-year and annually 

perio d . period . over a multi-year 

p erio d . 



 

 

64. Has the organization progressively exercised its continuity plan and 
procedures?* 

No effort o r 

recognit io n o f 

need for 

co nd ucting 

co ntinuity 

exercise 

activit ies w ith in 

the organizat io n. 

The o rganizat io n 

p reviously 

co nd ucted 

exercises of its 

co ntinuity p lan 

or proced ures, 

but has not 

co nd ucted an 

exercise w ithin 

the past year. 

The o rganizat ion 

co nducted a 

tabletop 

exercise of its 

cont inu ity p lan 

o r p roced ures 

within the p ast 

year. 

The o rganizat io n Th e organizat io n 

conducted a co nd ucted a 

funct io nal or full - functio nal or full-

scale exercise of scale exercise of 

it s con t i nu ity its co ntinuity 

p lan w ithin t he p lan with in the 

the past two past year. 

years and 

conducted a 

tableto p or other 

exercise w ith in 

the past year, as 

part of its multi-

year test, 

t raining , and 

exercise p lan. 

65. Has the organization conducted exercises of the reconstition plan or 
procedures to exercise recovery from the effects of an emergency and 
transitioning back to normal operations after a continuity activation?* 

- - --
No effort o r The o rganizat io n The o rganizat ion The The 

recognit io n of p reviously co nd ucted a o rganizat ion, o rganizat io n, 

need for co nducted a reconstitut io n includ ing senio r includ ing senior 

co nd ucting reco nst itution exercise wit hin lead ership, lead ership, 

reco nst itut io n exercise. The t he past two exercised the exercised the 

exercise organizat io n has years. The reco nsitut io n reco nst it ut io n 

activit ies w ithin not conducted organizat io n has plan in a plan in a 

the organizat io n. an exercise co nd ucted an tabletop functio nal or full-

with in the past exercise o n a exercise w ith in scale exercise 

two years. b iennial basis the two past wit hin the past 

over a mult i-year years and two years and 

p erio d . b iennially over a biennially over a 

mult i-year mult i-year 

period . p erio d . 



 
 
Additional Comments (255 characters) 

 

66. Has the organization regularly exercised with internal and external 
partners to coordinate continuity plans and programs?* 

____f"\...__ ____f"\...__ ~ 

INo effort or The orga nization The o rgan izat io n The organ izat io n Th e o rgan ization 

system cond ucted co nducted exerci sed the exercised t he 

underway nor p rev ious exercises w ith synchronization synchro n izatio n 

recognit io n of exercises w ith and on other of other inter- of other inte r-

need to and on other inter- and intra- and int ra- and intra-

synchronize o r inte r- and int ra- o rganizat io na I organ izational o rganizational 

coord inat e o rganizat ional cont inu it y p lans co ntinu ity p lans cont inuit y p lans 

cont inu ity cont inuity p lans and prog rams and p rograms in and prog rams in 

exerc ise and prog rams, w ithin the p ast a ta b letop a funct io nal or 

programs w ith but has not year. The exercise w ith in fu ll -sca le 

other inter- and co nd ucted an o r,ganiza t ion has t he past year exercise w ithin 

intra- exercise w it h in not conducted and has the past year 

o rgan izat io na I t he past year. an exercise o n exercised and has 

cont inu ity an annual basis annually over a exe rc ised 

p rog rams. over a mu lt i-yea r mu lt i-year annually ove r a 

period. peri od. mult i-year 

period . 



Plan Assessment 
This section is a focused self-assessment of your organization's 
Continuity Plan and supporting plans, policies, regulations, and 
processes. This section of the CPAT should be used to determine 
whether all viable continuity planning elements are addressed by your 
organization 

 

Program Management – Plans and Procedures 
An important element of a continuity plan is to address the needs and 
gaps of the overall program. An effective continuity program is 
implemented through its related continuity plans and procedures and 
an operational capability to support those plans and procedures. 
Continuity planning is an effort to document the existence of and 
ensure the capability to continue essential functions during a wide 
range of potential emergencies. 

 



 

 

1 a. Procedures for employee advisories, alerts and continuity plan 
activation are included.* 

( Yes - Element is Addressed in the Plan (pg. number) 

[ ( No - Elemen, ;, NOT Comple,ely Add,essed ;n •he Plan (Comect;ve act;on) 

1 b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 

2a. Provisions for personnel accountability throughout the duration of 
the emergency are included.* 

C Yes - Element is Add ressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

2b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

3a. Planned Maintenance: Procedures exist for an annual review of the 
agency continuity plan and supporting documents with the ability to 
revise as needed.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

3b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

4a. Includes a risk or hazard analysis to identify threats to facilities and 
operations.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

4b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

Sa. Includes concept of operations section that identifies activation 
criteria, responsibilities, and command and control during continuity 
plan activation, operations, and reconstitution/ recovery.* 

( Ye s - Elem ent is Add ressed in the Plan (pg . number) 

( No - Elem ent is NOT Complet e ly Addressed in the Plan (Co rrrective action) 

Sb. Where addressed in plan or corrective action if not addressed in 
plan:* 

6a. Established critical staffing/ readiness levels to provide a flexible and 
coordinated response to escalating threat levels or actual emergencies.* 

( Ye s - Elem ent is Add ressed in the Plan (pg . number) 

( No - Elem ent is NOT Completely Addressed in t he Plan (Corrrective action) 

6b. Where addressed in plan or corrective action if not addressed in 
plan:* 



 

  

7a. Continuity plans have been developed for all 
stakeholders/departments (internal/ external) that support 
organizational essential business functions.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

7b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



Essential Functions 
Essential Functions are those organizational functions that must be continued under 
all circumstances. These functions are derived from the organization's overall 
functions and missions and, when identified, should be prioritized to ensure the 
most critical functions are appropriately emphasized. Essential Functions are those 
functions that enable organizations to provide vital services, exercise civil authority, 
maintain the safety and well-being of the general populace, and sustain the 
industrial/economic base in an emergency. 

 
  

8a. Executive Summary: Initial narrative that summarizes all the viable 
continuity elements within the plan.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

8b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ,✓-



 

 

9a. Purpose, scope, goals, objectives, and authorities clearly defined.* 

( Yes - Element is Addressed in t he Plan (pg. number) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

9b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

1 Oa. Planning: Situation and planning assumptions are linked to 
essential functions that are listed, prioritized, and documented in the 
plan.* 

( Yes - Element is Addressed in th e Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

1 Ob. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

11 a. Functional roles and responsibilities for internal and external 
stakeholders/organizations and positions supporting essential functions 
are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

11 b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 

12a. Logistical support and resource requirements for to re-establish 
and sustain essential function are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

12b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 



 

 

13a. Critical data and data systems for each essential function are 
identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

136. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

14a. Support activities are addressed as part of essential functions.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

146. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 



 

 

1 Sa. Resumption or recovery exist for essential functions to ensure 
operational capabil ity within 12 hours.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Elem ent is NOT Completely Addressed in t he Plan (Corrrective action) 

1 Sb. Where addressed in plan or corrective action if not addressed in 
plan:* 

255,,, 

16a. Processes and procedures exist to acquire resources necessary to 
continue essential functions and sustain operations for up to 30 days.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

16b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 
 

  

17a. Considered and identified the department's role in supporting the 
State Emergency Functions.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

17b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



Order of Succession/Delegation of Authority 
Each organization is required to establish, circulate, and maintain an 
order of succession for key positions. This order of succession should be 
of sufficient depth to ensure the organization's ability to manage and 
direct its essential functions and operations.  
 
Delegations of authority specify who is authorized to act on behalf of 
the Agency head or other officials for specified purposes. Generally, 
pre-determined delegations of authority will take effect when normal 
channels of direction are disrupted. Delegations of authority at the 
headquarters, regional, field, satellite, and other levels and agency 
locations, as appropriate, are included in the applicable continuity 
implementation plans. 

 

18a. Order of Succession is established for the agency's highest 
position of authority.* 

[ ( Yes - Elemeo< is Add,essed io <he Piao (pg. " "mbe,) 

[ ( No - Semeo< is NO i Comple<ely Add,essed io <he Piao (Com ecti,e actioo) 

18b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



 

 

19a. Order of succession is established for other key leadership 
positions that are linked to essential business functions.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Complet ely Addressed in t he Plan (Corrrective action) 

19b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

20a. Policy for the delegation of emergency authorities is established 
and described. Limitations for delegated authorities are listed.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

20b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

21 a. Order of succession are included in continuity plans.* 

( Yes - Element is Add ressed in the Plan (pg. number) 

( No - Element is NOT Complete ly Addressed in t he Plan (Corrrective action) 

21 b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

22a. Rosters of trained personnel with the authority to perform essential 
functions and activities are maintained.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

22b. Where addressed in plan or corrective action if not addressed in 
plan:* 



 

 

23a. Rules and procedures for implementing order of succession are 
established.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

23b. Where addressed in plan or corrective action if not addressed in 
plan:* 

24a. Order of succession include initiating conditions, notification 
methods, and terminating conditions and procedures.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

255 /, 

24b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



Continuity Facilities 
Continuity Facilities are locations where leadership and staff may 
operate during a continuity event. Leadership and staff may be co-
located in one facility, dispersed through many locations, and 
connected virtually through communications systems. Facilities must be 
able to provide survivable protection and enable continued operations. 
Physical dispersion should allow for easy transfer of function 
responsibility in the event of a problem in one or multiple locations. 

 
  

25a. Immediate capability exists to operate under potential threat 
conditions including HazMat / WMD / Pandemic threats.* 

( Yes - Element is Addressed in the Plan (pg . number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

25b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



 

 

26a. Sufficient space and equipment to sustain the relocating 
organization are identified and included in relocation planning.* 

( Yes - Element is Add ressed in the Plan (p g . number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

26b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 

27a. Pre-positioned resources are identified and where possible 
contingency contracts are established or prepared with appropriate 
resource providers.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

27b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

28a. Plan includes provisions for establishing interoperable 
communications with all identified essential internal and external 
organizations, critical customers, and the public. Includes telework 
functions/ procedures.* 

( Yes - E le m e n t is Add ressed in t h e Pla n (pg . n umber) 

C No - Ele m e nt is NOT C ompletely Addre ssed in the Pla n ( Corrre ctive action) 

28b. Where addressed in plan or corrective action if not addressed in 
plan:* 

29a. Alternate facilities provide for logistical support, services, and 
infrastructure systems (e.g., water, electrical power, heating, and air 
conditioning }* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

255 ,,,: 

29b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /; 



 

 

30a. Plan contains provisions to sustain operations for a period of up to 
30 days.* 

( Yes - Element is Addressed in th e Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

30b. Where addressed in plan or corrective action if not addressed in 
plan:* 

31 a. Plan addresses considerations for the health and safety of 
relocated employees. Includes telework staff.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

255 /, 

31 b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 
  

32a. Plan addresses alternate facility operating capabilities, physical 
security, and access controls.* 

[ ( Yes - Elemeo< 0 Add,essed io <he Piao (pg. ""mbe,) 

[ ( No - Elemeo<is NOT Comple<ely Add,essed io<he Piao (Com ecti,e actioo) 

32b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



Continuity Communications/IT Systems Recovery 
The success of continuity programs is dependent on the availability to 
provide intra- and interagency connectivity. An agency's ability to 
execute its essential functions at its HQ and at alternate or other 
continuity facilities depends upon the availability of effective 
communications systems. If this section is addressed in the 
organization's Technology Recovery Plan (TRP), work with the TRP 
Manager to identify where this information residence and indicate this 
in the column on the text field. 

 
  

33a. Procedures or plans exist for communications and IT Systems 
linked to the continuity plan, contingency staff, management, and other 
organizational components are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

33b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



 

 

34a. Procedures or plans exist for communications and IT systems that 
support essential business functions are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

34b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

35a. Procedures or plans exist for access to data and systems necessary 
to conduct essential activities and functions are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

35b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

36a. Procedures for protection of critical applications, communications, 
and resources are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

366. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

37a. Critical business systems (processes, applications, functions, and 
equipment) prioritized based on Recovery Time Objectives (RTOs} is 
identified.* 

( Ye'<- - Element i'<- Addre'2.'2.ed in th e Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

376. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



Human Resources 
In a continuity event, continuity personnel and other special categories 
of employees will be activated by an agency to perform their assigned 
response duties. An agency must ensure that its human capital 
strategies for all personnel are adaptable to changing circumstances 
and a variety of emergencies, and that these strategies and procedures 
are regularly reviewed and updated, as appropriate. 

 
  

38a. Includes procedures for the dismissal of employees and/ or closure 
of the facility following an emergency impacting the facility.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

38b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



 

 

39a. Designates continuity staff and other special categories of 
employees and their roles and responsibilities.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

39b. Where addressed in plan or corrective action if not addressed in 
plan:* 

40a. Includes procedures for non-continuity staff and non-special 
categories of employees are identified.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

255 /, 

40b. Where addressed in plan o r corrective action if not addressed in 
plan:* 

255 /, 



 
  

41 a. Includes agency guidelines for communicating to/from employees 
following an emergency; includes telework.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

41 b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



Essential Records Management 
Each agency's continuity plan should account for the identification and 
protection of those essential records and mission critical systems and 
databases that are necessary to perform essential functions and 
reconstitute normal operations after the emergency ceases. Agencies 
should pre-position, and update on a regular basis, duplicate records 
and databases, and back-up electronic media. The agency's Essential 
Records Management Program must be reviewed periodically and 
updated accordingly. If this section is addressed in the organization's 
Technology Recovery Plan (TRP), work with the TRP Manager to identify 
where this information residence and indicate this in the column on the 
text field. 

 

42a. Essential emergency operating plans, including order of 
succession, delegations of emergency authorities, staffing assignments, 
and policy or procedural records are identified and protected.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

42b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 



 

 

43a. Essential legal and financial records, such as accounts receivable, 
contracting and acquisition files; official personnel files and records, 
Social Security, payroll, retirement, medical insurance records; property 
management records, and inventory records are identified and 
protected.* 

( Yes - Element is Addressed in the Plan (pg. numbe r) 

C No - Element is NOT Complet e ly Addressed in the Plan (Co rrrective action) 

43b. Where addressed in plan or corrective action if not addressed in 
plan:* 

44a. Provisions for classified or sensitive records and databases are 
included.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

255 ✓, 

446. Where addressed in p lan or corrective action if not addressed in 
plan:* 

255 /, 



 

 

45a. Procedures for data and data systems backup and restoration are 
included.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Elem ent is NO T Completely Addressed in t h e Plan (Corrrective action ) 

45b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

46a. Location and accessibility of essential records are identified and 
tested.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

46b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



Test, Training, and Exercises 
An effective Test, Training and Exercise Program is necessary to assist 
agencies to prepare and validate their organization's continuity 
capabilities and program. Training familiarizes continuity personnel 
with their roles and responsibilities in support of the performance of an 
agency's essential functions during a continuity event. Tests and 
exercises serve to assess, validate, and identify for subsequent 
correction, all components of continuity plans, policies, procedures, 
systems, and facilities used in response to a continuity event. Periodic 
testing 

 
  

47a. Plans include annual individual and team training of agency 
continuity emergency personnel.* 

[ ( Yes - Elemeoc is Add,essed io <he Piao (pg . " "mbe,) 

[ ( No - Elemeo< is NOT Comple<ely Add,essed io<he Piao (Com ecti,e actioo) 

47b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



 

 

48a. Plans include annual agency testing and exercising of continuity 
plans and procedures.* 

( Yes - Element is Addressed in t he Plan (pg. number) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

486. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

49a. Plans include quarterly testing of emergency alert and notification 
procedures.* 

( Yes - Element is Addressed in th e Plan (pg. number) 

( No - Element is NOT Complet ely Addressed in t he Plan (Corrrective action) 

496. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 



 

 

SOa. Plans include refresher orientation for Continuity staff.* 

( Yes - Element is Addressed in the Plan (pg . numb er) 

( No - Element is NOT Complet ely Addressed in the Plan (Co rrrective action) 

SOb. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 

51 a. Plans include inter-agency exercising of Continuity plans where 
applicable and feasible.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

51 b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 /, 



Devolution of Control and Direction 
Devolution planning supports overall continuity planning and addresses 
catastrophes and other all-hazards emergencies that render an 
agency's leadership and key staff unavailable to or incapable of 
performing its essential functions from either the agency's primary or 
alternate facilities. Devolution planning also addresses notice and no 
notice events. A continuity plan's devolution option should be 
developed so that it addresses how an agency will identify and transfer 
its essential functions and/or leadership authorities away from the 
primary facility or facilities, and to a location that offers a safe and 
secure environment in which essential functions can continue to be 
performed. The devolution option may be used when the agency's 
alternate facility is not available. 

 

52a. Identifies the likely triggers that would initiate or activate the 
devolution option.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

52b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



 

 

53a. Specifies how and when direction and control of agency operations 
will be transferred to the devolution site.* 

( Ye s - Eleme nt is Addressed in the Plan (pg. number) 

( No - Ele ment is NOT Complete ly Addressed in the Plan (Co rrrective action) 

53b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 

54a. Lists necessary resources (people, equipment, and materials) to 
facilitate the ability to perform essential functions at the devolution 
site.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

54b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ,t; 



 
  

SSa. Establishes capabilities to restore or reconstitute agency 
authorities to their pre-event status upon termination of devolution.* 

( Yes - Element is Addressed in the Plan (pg. number) 

( No - Element is NOT Completely Addressed in the Plan (Corrrective action) 

SSb. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓,: 



Reconstitution/Recovery Operations 
Agencies must identify and outline a plan to return to normal 
operations once agency heads or their successors determine that 
reconstitution operations for resuming normal business operations can 
be initiated. 

 
  

56a. Provides an operational plan to transition from continuity status to 
an efficient norma I operational status once a threat or disruption has 
passed.* 

( Yes - Element is Addressed in the Plan (pg. number) 

[ ( No - Elemeo<is NOT Comple<ely Add,essed io<he Plaa (Com ecti,eactioo) 

56b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 .;,: 



 

 

57a. Includes coordination and pre-planned options for reconstitution of 
the agency {options to include movement from the devolution location 
back to headquarters or a new operating site if necessary)* 

( Yes - Elem ent is Addressed in the Plan (pg. numb e r) 

( No - Elem ent is NOT Completely Addressed in the Plan (Corrrective action) 

57b. Where addressed in plan or corrective action if not addressed in 
plan:* 

255 ✓, 

58a. Outlines procedures necessary to affect a smooth transition from 
the relocation site to a new or restored headquarters.* 

( Ye£ - Element i£ Addre££ed in the Plan (pg. numbe r) 

( No - Element is NOT Completely Addressed in t he Plan (Corrrective action) 

58b. Where addressed in plan or corrective action if not addressed in 
plan:* 



Thank you 
Thank you for completing the annually required Continuity Program 
Assessment Tool. Cal OES and those who live in California appreciate 
your hard work and dedication to resiliency. 
 
Next, you will receive an email after submitting the assessment. The 
email will contain: 
 
-A letter confirming your organization's submittal of the completed 
CPAT Self-Assessment, along with a copy of the Continuity Plan 
assessed. 
-A CPAT Assessment Scoring outlining areas in need of improvement 
within your continuity program or plans. This is a great tool for 
engaging leadership and defining your organization's next steps. 
-A copy of your CPAT Submitted Responses. 
 
If you do not receive a confirmation email within an hour of submitting 
your CPAT, please contact our Continuity Team at 
Continuity@caloes.ca.gov. 
 
For specific guidance, resources, and to review additional Continuity 
training and workshops visit the CalOES Continuity Planning webpage. 
 


