DEVELOPING THE DISASTER RECOVERY PLAN 

Presentation Three:  Conducting a Business Impact Analysis


	

	INTRODUCTION

	
	
	

	
	I- 
	“WHY DO YOU DO IT”

	
	II- 
	“WHAT DO YOU WANT TO ACHIEVE BY CONDUCTING THE ANALYSIS.”

	
	III- 
	“HOW DO YOU DO IT.”

	
	IV- 
	“WHAT DOES THE REPORT CONTAIN.”



	
	

	BACKGROUND CONCEPTS

	
	
	

	
	a) 
	Analysis vs Report 
	(BIA must always be done.)

(BIA does not have to be formally presented.)

	
	
	
	

	
	b) 
	Evaluation Parameters
	(Depends on the analyst’s understanding of the organization and its operations)

(Operations and Activities)

(Severity Depends of the Nature of the Organization) 

(Severity of Impact = Length of Disruption + Type of Disruption)

	
	
	
	

	
	c) 
	Prioritization of Elements
	(Linear Scale – Movie “10”)

(Ordinal Ranking Scale – Movie “10”)

(Logarithmic Scale) 

(or anything you like)

	
	
	
	

	
	d) 
	Probability
	(Mathematical Probability – Absolute) 

	
	
	
	(Expectancy – Time & Circumstances)

	
	
	

	

	I-
“WHY DO YOU DO IT”

	
	
	To establish a logical basis for identifying and selecting the viable recovery strategies and the practical recovery approaches.



	

	II-
“WHAT DO YOU WANT TO ACHIEVE BY CONDUCTING THE ANALYSIS.”

	
	
	To give a quantitative and/or qualitative value to each of the organization’s normally performed operations and activities.




	III-
HOW DO YOU DO IT”

	
	
	

	
	· 
	Step One:
Identify And Describe The Organization, Its Operations And The Activities Within Each Operation.

	
	
	(q.v. SummerAde Inc. Description Sheet)



	
	· 
	Step Two:
 Select The Study’s Evaluation Parameters.    

	
	
	
	

	
	
	
	A)
Length of Impact

	
	
	
	
	
	Timeframe Parameters

	
	
	
	
	
	· Less than One Business Day
	· One Business Day

	
	
	
	
	
	· Less than One Business Week
	· One Business Week

	
	
	
	
	
	· Less than One Business Month Day
	· One Business Month

	
	
	
	
	
	Situational  Parameters

	
	
	
	
	
	· Auditing 
	· Funding Raising
	· Tax Filing

	
	
	
	
	
	· Bond/Stock Trading
	· Inventory
	· Union Activity

	
	
	

	
	
	B)
Type of Impact

	
	
	
	Government Organizations
	Non-Profit Organizations
	Profit Organizations

	
	
	Revenue Flow
	· Citations

· Licensing Fees

· Tax Collections
	· Contributions

· Investments

· Service Fees
	· Billings

· Investments

· Sales

	
	
	Contractual Obligations
	· Citizens

· Clients

· Customers

· Unions

· Vendors
	· Clients

· Customers

· Unions

· Vendors
	· Clients

· Customers

· Unions

· Vendors

	
	
	Regulatory Statutory Obligations
	· Federal

· Local 

· State 


	· Federal

· Industry

· International

· Local

· State
	· Federal,

· Industry,

· International,

· Local,

· State

	
	
	External Relations
	· Citizens

· Media

· Governmental Groups

· Vendors
	· Clients

· Customers

· Governmental Groups

· Industry Groups

· Media

· Vendors
	· Clients

· Customers

· Governmental Groups

· Industry Groups

· Market Share

· Vendors

	
	
	 Internal Relations
	· Employees

· Unions
	· Employees

· Unions
	· Employees

· Unions

	
	
	
	
	
	

	
	
	C)
Severity of Impact 

	
	
	Critical 
	Threatens the Organization’s Existence and/or Viability

	
	
	Serious 
	Terminates the organization’s normal functions

	
	
	Moderate 
	Reduces the organization’s Level of normal activities and services

	
	
	No Impact
	Has no impact on the organization’s primary normal activities




	III-
HOW DO YOU DO IT” (continued)

	“SummerAde Inc” Exercise

	
	
	
	

	STEP ONE:

IDENTIFICATION AND DESCRIPTION OF ORGANIZATION, OPERATIONS AND ACTIVITIES

	
	
	1)
	The SummerAde Inc Organization consists of four Divisions; namely,

	
	
	
	1) Lemonade Production Division,

	
	
	
	2) Orangeade Production Dissuasion,

	
	
	
	3) Sanitation Division, and 

	
	
	
	4) Non-Alcoholic Sales Division.

	
	
	2)
	The DR Plan is being developed for the Lemonade Production Division.   The initial scope of this DR Plan encompasses the Lemonade Production Division’s: 

	
	
	
	1) Assembly Operations,

	
	
	
	2) Mixing Operations, and

	
	
	
	3) Customer Delivery Operations.

	
	
	3)
	Activities essential for providing the product:  

	
	
	
	
	· Assembly Activities:  2,3,4,5,8

	
	
	
	
	· Mixing Activities:  3,4,5,6,8

	
	
	
	
	· Customer Delivery Activities:  3,4,5,6,7 

	
	
	4)
	Activities convenient for providing the product:

	
	
	
	
	· Assembly Activities  1,6

	
	
	
	
	· Mixing Activities:  1,2

	
	
	
	
	· Customer Delivery Activities:  1,2,6,7

	
	
	5)
	Activities not needed for providing the product:  

	
	
	
	
	Assembly Activities:  7

	
	
	
	
	Mixing Activities:  7

	
	
	
	
	Customer Delivery Activities:  8,9

	
	
	
	

	STEP TWO:

SELECTING THE EVALUATION PARAMETERS

	
	
	1)
Disruption Time Frame:

	
	
	
	· Essential Activities - Less than One Business Day   (See Step   One #3)

	
	
	
	· Convenient Activities – One Business Day   (See Step One   #4)

	
	
	
	· Not Needed Activities – One Business Week   ( See Step One   #5)

	
	
	2)
Type of Impact:

	
	
	
	· Revenue Flow

	· Billings and Sales 

	
	
	
	· Contractual Obligations
	· Unions, Vendors

	
	
	
	· Regulatory & Statutory Obligations
	· Federal, State, Local 

	
	
	
	· External Relations
	· Customers

	
	
	
	· Internal relations
	· Employees, Unions

	
	
	3)
Severity Impact:

	
	
	
	Critical –.
	Affects revenue and market share; may result in Board Of Health and OSHA penalties, and possible closing of the Lemonade Production Division.

	
	
	
	Serious – 
	Results in the temporary loss of business and customer base

	
	
	
	Moderate – 
	Inconveniences the customers but will not result in loss of customers

	
	
	
	No Impact – 
	Has no impact on the revenue, market share, and BOH & OSHA regulations.

	
	
	
	

	STEP THREE:

APPLYING THE DISRUPTION PARAMETERS TO THE OPERATIONS AND ACTIVITIES

	
	
	
	(q.v. SummerAde Inc. Description Sheet)



	IV-
“WHAT DOES THE REPORT CONTAIN”

	
	
	

	
	A-
BIA Report Component Names

	
	
	I 
	Title Page
	First Thing Seen

	
	
	II 
	Report Summary
	Specific Purpose and Scope, & Generalized Findings

	
	
	III 
	Table of Contents
	Detailed Navigator

	
	
	IV 
	Report Introduction
	What is the document.

	
	
	V 
	Background Information
	Benchmark for findings and recommendations

	
	
	VI 
	Report Objectives
	What you wanted to achieve.

	
	
	VII 
	Report Scope
	What’s included.

	
	
	VIII 
	Report Exclusions
	What’s Excluded.

	
	
	IX 
	Analysis Methodology
	How you did it.

	
	
	X 
	Description of Current Operations / Activities
	What are the operations/activities right now.

	
	
	XI 
	Impact Findings
	What could happen to organization right now.

	
	
	
	

	
	B-
BIA Report Component Description

	
	
	
	

	
	
	I 
	Title Page

	
	
	
	
	Name of the Organization

“SummerAde Inc Disaster Recovery Planning Project”

	
	
	
	
	Title of the Report

“Business Impact Analysis”

	
	
	
	
	General Areas Covered by Report

“Lemonade Production Division located at One Citrus Lane, Lakeland, Fla.”

	
	
	
	
	Authorship and Date

“Prepared by A.T. Weatherwax – March 31, 2000”

	
	
	
	

	
	
	II 
	Report Summary

	
	
	
	
	· Introduction – This should list the name of the components of the “Report Summary”.

	
	
	
	
	· Revenue and Support Sources – This should describe what keeps the organization functioning.

	
	
	
	
	· Description of Operations & Activities – This should contain a synopsis describing the operations and activities covered by the report, and those operations and activities excluded from the recover.

	
	
	
	
	· Impact Summary – This should contain a synopsis of the impact on the analyzed operations and the on the overall organization.

	
	
	
	
	· Recommendations – This should contain general recommendations for addressing the impacts.  These recommendations will be the foundation for the Recovery Strategies and Recovery Approaches Report.

	
	
	
	

	
	
	III 
	Table of Contents

	
	
	
	
	· The Table of Contents should be developed as a three tiered structure.  The first tier should show the title of the major divisions of the Report, the second tier should show the subdivision of each division, and the third tier should show the elements of the second tier as appropriate.

· A second option is to included only the major divisions in the Report Table of Contents, and then include within each division its own table of contents.



	
	
	
	


	
	B-
BIA Report Component Description (continued)

	
	
	
	
	

	
	
	IV 
	Report Introduction

	
	
	
	
	The Report Introduction should include at least the following elements:  

· A description of the DR Project including the Phases of the Project, 

· A description of the BIA’s role in the DR Project.



	
	
	
	
	

	
	
	V 
	Background Information

	
	
	
	
	The Background Information should include at least the following elements:  

· A brief description of the Company’s history,

· A brief description of the Company’s Products and Services

· A brief description of Organization’s operations and activities, and its role in the Company.



	
	
	
	
	

	
	
	VI 
	Report Objectives

	
	
	
	
	The Report Objectives should include a precise description of each purpose for conducting the BIA Analysis, for example:

· To establish a benchmark for developing the recovery strategies and approaches

· To identify the financial and non-financial impact on the organization resulting from a severe and extended disruption in the organization’s operations and activities.



	
	
	
	
	

	
	
	VII 
	Report Scope

	
	
	
	
	The Report Scope should include a precise and detailed description of the following:

· The name the organization and the location where the included operations and activities are performed,

· The included operations and activities conducted at the indicated locations.

For example:

· The SummerAde Inc. Lemonade Production Division Operations and activities located on the 3rd and 6th floor at One Citrus Road, Lakeland, Fla.

· All the Assembly Activities and the Mixing Activities located on the 3rd floor, and all the Customer Delivery Activities located on the 6th floor..


	
	
	
	
	

	
	
	VIII 
	Report Exclusions

	
	
	
	
	The Report Exclusions should include a precise and detailed description of the following:

· The name the organization and the location where the excluded operations and activities are performed,

· The excluded operations and activities conducted at the indicated locations.




	
	B-
BIA Report Component Description (continued)

	
	
	
	
	

	
	
	IX 
	Analysis Methodology

	
	
	
	
	The Analysis Methodology should include a precise and detailed description of the steps followed in obtaining the required information, analyzing the information, and preparing / presenting the Report.



	
	
	
	
	

	
	
	X 
	Description of Current Operations / Activities

	
	
	
	
	The Description of Current Operation / Activities should include a precise and detailed description of the operations and activities currently being performed at the time of the BIA analysis.

(q.v.  Lemonade Production Division)


	
	
	
	
	

	
	
	XI 
	Impact Findings

	
	
	
	
	The Impact Findings should include a precise and detailed description (narrative or chart) of the criticality of each operation and activity addressed by the BIA Report, based on the application of the following disruption parameters:

· Anticipated Length of the Disruption,

· Types of Impact, and

· Disruption Severity Schema,

This impact information may be obtained by using a Disruption Impact Chart.  The narrative description should be based on the contents of this Chart.

(q.v.  Sample Handout –Disruption Impact Chart)




SummerAde INC
(HANDOUT 1)

	LEMONADE PRODUCTION DIVISION

One Citrus Road, Lakeland, Fla.

	The Lemonade Production Division is developing a disaster recovery plan only for its Customer Delivery Activities.

	Assembly Activities (3rd fl.)
	Mixing Activities (6th fl)
	Customer Delivery Activities (8th fl)

	1. Get Tray
	1. Place Tray on mixing table
	1. Place napkin on tray

	2. Get Glass
	2. Place Glass on Tray
	2. Place drink on tray

	3. Get Ice
	3. Squeeze Lemons into glass
	3. Calculate bill

	4. Get Sugar
	4. Add sugar
	4. Prepare Bill

	5. Get Lemons
	5. Stir contents
	5. Deliver Drink and Bill to customer

	6. Get Stirrer
	6. Add ice
	6. Receive Payment

	7. Arrange Items on Tram
	7. Put stirrer in glass
	7. Process Payment

	8. Bring To Mixing Operations
	8. Deliver to Delivery Operations
	8. Give Receipt & Comment Sheet to customer

	
	
	9. Sent Comment Sheet to Sales Support Operations

	

	ORANGEADE PRODUCTION DIVISION

One Citrus Road, Lakeland, Fla.

	The Orangeade Production Division has developed a disaster recovery plan covering its three Production Activities.

	Assembly Activities
	Mixing Activities
	Customer Delivery Activities

	1. Get Tray
	1. Place Tray on mixing table
	1. Place napkin on tray

	2. Get Glass
	2. Place Glass on Tray
	2. Place drink on tray

	3. Get Ice
	3. Squeeze Oranges into glass
	3. Calculate bill

	4. Get Sugar
	4. Add sugar
	4. Prepare Bill

	5. Get Oranges
	5. Stir contents
	5. Deliver Drink and Bill to customer

	6. Get Stirrer
	6. Add ice
	6. Receive Payment

	7. Arrange Items on Tram
	7. Put stirrer in glass
	7. Process Payment

	8. Bring To Mixing Operations
	8. Deliver to Delivery Operations
	8. Give Receipt to customer

	
	
	9. Sent Comment Sheet to Sales Support Operations

	

	SANITATION DIVISION

One Core Center, New York, NY

	The Sanitation Division does not have a disaster recovery plan for any of its New York Activities.

	Rind Recycling Activities
	Garbage Disposal Activities

	1. Gather Lemon Rinds
	1. Gather non-recyclable refuse 

	2. Package Lemon Rinds
	2. Package non- recyclable refuse

	3. Gather Orange Rinds
	3. Bring Garbage Packages to pickup area

	4. Package Orange Rinds
	

	5. Bring Recycling Packages to pickup area
	

	

	NON-ALCHOLIC SALES DIVISION

1465 Abstinence Way, Provo, Utah

	The Non-alcoholic Sales Division has a disaster recovery plan only for its Orangeade Sales Activities.

	Lemonade Sales Activities
	Orangeade Sales Activities
	Sales Support Activities

	1. Call potential customers
	1. Call potential customers
	1. Completes work orders

	2. Visit potential customers
	2. Visit potential customers
	2. Sends order confirmation to customer

	3. Prepare next weeks customer contact list
	3. Prepare next weeks customer contact list
	3. Send work order to appropriate Production Division

	4. Send new orders to Sales Support Operations
	4. Send new orders to Sales Support Operations
	4. Review & analyze Comment Sheets


BIA EVALUATION PARAMETERS
(HANDOUT 2)

	The following schemata present the probable impact of a severe and extended disruption in the normal operations conduced at the three HKSB Offices. This schema lists the individual functions performed at each Office.  Each function is then analyzed from the following three perspectives:

ANTICIPATED LENGTH OF THE DISRUPTION

One Day or Less

One Week or Less

One Week or Less

One Month or More

TYPE OF IMPACT

CF

Cash Flow (Contributions, Contracts, Rents)
FR

Fund Raising Programs
REL
Client, Community, Employee Relations
RS

Regulatory / Statutory / Legal Requirements
SEVERITY OF DISRUPTION CONSIDERING ANTICIPATE LENGTH AND TYPE OF IMPACT
C - Critical Impact



will threaten the continued existence of HKSB as a viable and functioning Organization.

S - Serious Impact



will severely hamper the delivery of services but will not threaten the existence of the HKSB Organization

M - Moderate Impact


will inconvenience clients, employees and the HKSB Organization

N - No Impact





will have no appreciable or lasting impact on clients, employees or the HKSB Organization




	VIII-    DISRUPTION IMPACT ANALYSIS SHEET

(HANDOUT 3)



	
	
	ANTICIPATED LENGTH OF DISRUPTION

	REHABILATION

PROGRAMS & SERVICES
	FUNCTION LOCATION
	1 DAY 

OR LESS
	1 WEEK 

OR LESS
	1 MONTH 

OR LESS
	1 MONTH 

OR MORE

	
	
	CF
	FR
	REL
	RS
	CF
	FR
	REL
	RS
	CF
	FR
	REL
	RS
	CF
	FR
	REL
	RS

	ADAPTIVE LIVING 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Hempstead
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Huntington
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	ADAPTIVE TECHNOLOGY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Hempstead
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Huntington
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	AUDIOLOOGY & LOW VISION
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Hempstead
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Huntington
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	BRAILLE LIBRARY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Hempstead
	N
	N
	N
	N
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C

	
	Huntington
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CHILDRENS LEARNING CNTR
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	N
	N
	N
	N
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C

	
	Hempstead
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Huntington
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DAY TREATMENT
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Hempstead
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C
	C

	
	Huntington
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	JOB PLACEMENT
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Brooklyn
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C

	
	Hempstead
	N
	N
	N
	N
	M
	M
	M
	M
	S
	S
	S
	S
	C
	C
	C
	C
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