4.5 Key Staff

Employees are an important and valuable assets who in an emergency will assist
department / or function in a quick recovery. Main suppliers of critical goods and
services are also essential to continue to support recovery of business operations to
normal operating mode.

Your Disaster Recovery Plan and BCP will rely principally on key members of
management and staff who will provide the technical and management skills necessary to
achieve a smooth business recovery process. These key members of management or staff
will be selected and responsible for the implementation of the BCP in the event of an
emergency. A well-organized and structured approach will reduce the potential for the
unexpected crisis to become unmanageable.

This information is for departmental use and will not be generally distributed.
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4.5.1 Key Personnel

When an emergency occurs it is necessary to have access to all key personnel for the
functional areas and systems affected by the crisis. This information should be made
available to the BCP recovery teams and should be constantly updated.

This section of the BCP will contain a list of key personnel, their position, functional
area, and procedures or systems for which they are responsible. This section will also
include normal and emergency contact information. This information is for departmental
use and will not be generally distributed.

Due to changes in personnel (i.e. attrition, moves, etc it is recommended that this be
tested and updated at least quarterly.)

NAME DIVISION/ FUNCTION OR PROCESS OFFICE EXT.
DEPARTMENT
FOR WHICH RESPONSIBLE EMERGENCY CONTACT DETAILS
(Home, Pager, Cell Phone)
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