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	I-
“WHAT IS IT!”

	THE DR PLAN TESTING FUNCTION IS THE THIRD FUNCTIONAL COMPONENT OF A DISASTER RECOVERY PLANNING PROGRAM.
THE DR PLAN MAINTENANCE FUNCTION IS A SET OF FORMAL AND STANDARDIZED INFORMATION GATHERING NETWORKS, METHODOLOGIES AND PROCEDURES FOR KEEPING THE CURRENT DR PLAN THE RESPONISVENESS TO THE ORGANIZATIONS CURRENT OPERATIONAL ENVIRONMENT.

MAINTENANCE FUNCTION COMPONENTS

· MONITORING ORGANIZATION’S ACTIVITIES

· CHANGING THE DR PLAN 

· CHANGING THE DR PLAN MANUAL 




	II-
“WHY DO IT!”

	
	:

	1) To Ensure That The Current Dr Plan Meets The Organizations Current Needs

2) To Ensure That The Recovery Rationale Is Still Valid

3) To Ensure That The Recovery Resources Are Still Appropriate

4) To Satisfy External & Internal Auditing Requirements

5) To Ensure That The Dr Plan Document Is Still Valid

6) To Maintain Good Internal/External Corporate Relations




	III. “WHAT TO DO IT!” 

	A.

Establish A Corporate-Wide Activity Monitoring Network
B.

Establish A Methodology For Analyzing Activity Information On A Timely Basis

C.

Establish A Guideline For Making Changes To The Dr Plan 

D.

Establish A Procedure For The Distribution, Updating And Reclamation Of The Dr Plan Manual




	IV. “HOW TO DO IT!” 

	A.

ESTABLISHING THE MONITORING NETWORK

1) CLASSIFY ALL CORPORATE ACTIVITIES AND OPERATIONS IN ONE OF THESE CATEGORIES:

a) Business Activity / Operation   (Sales, Product/Service, Delivery)

b) Business Support Activity / Operation (Data Processing, Recruiting, Mail Delivery)

c) Corporate Support Activity / Operation (Accounting, Auditing, Job Evaluation, Salary Payment)

2) IDENTIFY THE ACTIVITIES / OPERATIONS TO BE MONITORED BASED ON THE FOLLOWING CRITERIA:

a) Activity/Operation Protected by a DR Plan

· Relying on an Activity/Operation protected by a DR Plan

· Relying on an Activity/Operation not-protected by a DR Plan

· Providing support to an Activity/Operation protected by a DR Plan

· Providing support to an Activity/Operation non-protected by a DR Plan

b) Activity/Operation Not-Protected by a DR Plan

· Relying on an Activity/Operation protected by a DR Plan

· Relying on an Activity/Operation not-protected by a DR Plan

· Providing support to an Activity/Operation protected by a DR Plan

· Providing support to an Activity/Operation non-protected by a DR Plan

3) FOR EACH ACTIVITY/OPERATION SELECTED FOR MONITOREING, SELECT THE APPROPRIATE TYPE OF MONITORING MECHANISM.

· Attendance at meetings or conferences

· Regularly scheduled management personal interviews (Formal, telephone)

· Regularly scheduled meetings with DR Plan Recovery Personnel

· Receipt of status reports




	
IV-

“HOW TO DO IT!”  (CONTINUED)

	B.

ANALYZING ACTIVITY INFORMATION

1) PREPARE AND FOLLOW A MONITORING AND REVIEW SCHEDULE FOR EACH MONITORING MECHANISM SELECTED

· Meetings & Conferences  (whenever held)

· Management Personal interviews  (Once every three months)

· DR Plan Recovery Personnel (Every Other week)

· Receipt of status reports (as issued)

2) IDENTIFY THE CATEGORIES OF INFORMATION OBTAINED FROM THE MONITORING TO BE REVIEWED BASED ON THE DR PLAN RATIONALE TOPICS

c) PLAN RATION ALE

· Description of Operations

· Plan Assumptions

· Plan Exclusions

· Plan Goal

· Plan Objectives

· Plan Policies

· Plan Scope

· Plan Strategies

· Recovery Approaches/Scenarios

c) PLAN RESOURCES

· People

· Places

· Things

c) RECOVERY MANAGEMENT

· Recovery Management Organization Chart & Staffing

· Preparatory Responsibilities

· Maintenance Responsibilities

· Recovery Responsibilities

3) CREATE A FORMAL DOCUMENT  FOR RECORDING PERTINENT INFORMATION (containing at least the following information) REQUIRING CHANGES TO THE DR PLAN.

· Source of the Information

· Description Activities / Operation Affected (Business, Business Support, Corporate Support)

· Reason for Change

· Approvals Required for Effecting Changes

· Proposed and Actual Date of Changes




	IV

“HOW TO DO IT!”  (continued)

	C.

MAKING CHANGES TO THE DR PLAN 
1) IDENTIFY THE INDIVIDUALS WHO CAN AUTHORIZE CHANGES TO THE DR PLAN

· Plan Rationale Changes

· Plan Resource Changes

· Recovery Management Changes

2) DEVELOP A PROCEDURE FOR OBTAINING THESE APPROVALS

· Plan Rationale Changes

· Plan Resource Changes

· Recovery Management Changes



	D.

DISTRIBUTION, UPDATING AND RECLAMATION OF THE DR PLAN MANUAL
1) DR MANUAL DISTRIBUTION

· Create The Procedures For Distribution Of The DR Manuals

· Create The Confidentiality Statement 

· Establish The Content Of Copies Of The Dr Manual To Be Released (Abridged/Unabridged Versions)

· Establish The Distribution Criteria (Recovery Participants, Recovery Monitors, Recovery Observers, Management Personnel, Off-Site Storage)

· Establish A Document Control Numbering System

2) DR MANUAL UPDATING

· Create the procedures for updating distributed DR Manuals  (Acknowledging receipt & updating)

· Establish the possible mechanisms for use in distributing updates (Electronic, Hardcopy, Verbal)
3) DR MANUAL RECLAMATION

· Create the procedures for retrieving the DR Plan Manual as required

· Create the procedures for disposing of retrieved DR Plan Manuals




END OF PRESENTATION SEVEN

“CREATING THE DR PLAN MAINTENANCE FUNCTION”

	PRESENTATION EIGHT:   DR PLAN TRAINING FUNCTION



	I. “WHAT IS IT!”

	THE DR PLAN TRAININGG FUNCTION IS THE FOURTH FUNCTIONAL COMPONENT OF A DISASTER RECOVERY PLANNING PROGRAM.
THE DR PLAN TRAINING FUNCTION IS A SET OF FORMAL AND STANDARDIZED PRESENTATIONS THROUGH WHICH INFORMATION AND DETAILS REGARDING THE COMPANY’S/ORGANIZATION’S  DISASTER RECOVERY PLANNING AND RELATED INFORMATION IS PROMULGATED.

TRAINING FUNCTION COMPONENTS

· DETERMINING THE TYPES OF PRESENTATIONS 

· CREATING THE PRESENTATION PRESENTATIONS AND LESSON PLANS 

· SCHEDULING THE PRESENTATIONS




	II. “WHY DO IT!”

	
	:

	1) To Train New Designated Recovery Participants

2) To Update The Training Of Current Recovery Participants Regarding Their Preparatory, Maintenance And Recovery Responsibilities / Duties.

3) To Promote The Need For Dr Planning Activities Throughout The Company

4) To Minimize Or Eliminate Mis-information Regarding The Organizations Dr Planning Activities

5) To Provide A Single, Central And Controlled Source Of The Organization’s Dr Planning Activities




	III. “WHAT TO DO IT!” 

	A. CATEGORIZE THE CONFIDENTIALITY OF THE INFORMATION CONTAINED IN THE DR PLAN MANUAL

B. DETERMINE THE AUDIENCES TO BE ADDRESSED BY THE TRAINING FUNCTION

C. SELECT THE TYPES AND CONTENTS OF THE PRESENTATIONS

D. CREATE LESSON/PRESENTATION PLANS BASED ON THE TYPES AND CONTENTS OF THE PRESENTATION IDENTIFIED IN “C.”




	V. “HOW TO DO IT!” 

	A.

IDENTIFY PRESENTATION AUDIENCES



	· BOARD OF DIRECTORS
	· INTERNAL AUDITORS
	· TEST MONITORS

	· CUSTOMERS
	· RECOVERY PARTICIPANTS
	· TEST OBSERVERS

	· EXTERNAL AUDITORS
	· SR. MANAGEMENT 
	· ET AL.

	· INDUSTRY REPRESENTATIVES 
	· TEST PARTICIPANTS
	

	B.

CATEGORIZE DR PLAN INFORMATION

· AVAILABLE TO BOARD OF DIRECDTORS & SR. MANAGEMENT

· AVAILABLE TO INTERNAL & EXTERNAL AUDITORS

· AVAILABLE CUSTOMERS & INDUSTRY REPRESENTATIVES

· AVAILABLE TO RECOVERY AND TEST PARTICIPANTS

· AVAILABLE TO TEST MONITORS & TEST OBSERVERS



	C.

SELECT TYPE AND CONTENTS OF PRESENTATION

1)

BOARD OF DIRECTORS & SR. MANAGEMENT PRESENTATION

· Plan Rationale

· Plan Recovery Management

· Recovery Testing Results & Test Implications

2)

INTERNAL & EXTERNAL AUDITORS OPRESENTATION

· Plan Rationale 

· Plan Recovery Management

· Plan Resources

· Recovery Testing Results & Test Implications

· Testing Package Details

3)

NEW RECOVERY PARTICIPANTS ORIENTATION PRESENTATION

· Plan Rationale 

· Plan Recovery Management

· Plan Resources

4)

CUSTOMERS & INDUSTRY REPRESENTATIVES PRESENTATION

· Plan Rationale

· Test Results

5)

TEST PARTICIPANTS, TEST MONITORS & TEST OBSERVERS

· Testing Package Details

· Recovery Testing Results




	IV-
“HOW TO DO IT!” (continued)

	D.

DEVELOP THE LESSON / PRESENTATION PLANS

1)

TITLE OF THE LESSON / PRESENTATION

2)

GOAL OF THE LESSON / PRESENTATION

3)

OBJECTIVE(S) OF THE LESSON / PRESENTATION

4)

ATTENDEES’ BACKGROUND / PRE-REQUISITES

5)

PRESENTATION ORGANIZATION / STRUCTURE

6)

PRESENTATION CONTENTS

· Script

· Definitions

· Concepts




END OF PRESENTATION EIGHT 
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