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Preliminary Business Information
	Program Office Name
	

	Name of Application
	

	Name of Project Manager
	

	Purpose of the Application
	

	Description of the Business Functions of the Application
	·  


Disaster Recovery Plan Questionnaire
	1. In the event of a disaster and the systems become unavailable, what, if any Business functions can run at reduced operating efficiency? List the business function and the estimated time period of operation.  <What percentage of operating efficiency and for what period of time?  (e.g. –The function can operate at 80% efficiency for one week).>

	Business Function
	% operating efficiency
	Time

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	2. Prioritize Business Function.  On a scale of 1 to 5 (1 being the least important, 5 being the Most Important) where does this business application fall in terms of its importance to the operation of your Agency? <This will help determine how critical a role the business application is to the overall Business Continuity Plan> 

	Business Function 
	Recover Priority

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	

	3. Provide a manual or an alternative business process available for each current Business Function.

	Business Function 
	Yes
	No
	Time Frame

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	4. Provide a Disaster Recovery Plan available for future Business Functions or for those currently being developed.  Provide a plan for the cost of recovery in the project plan. 

	Business Function 
	Yes
	No
	Time Frame

	· Power User
	Manual Application Form
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	5. Identify alternate worksites to allow business functions to continue in the event a site becomes unavailable.  < Describe the location where the business resumption/recovery procedures of applications will take place.  For example, if the Willow Oak office were unavailable. >

	Location
	Location Description
	No
	Time Frame

	· Willow Oak
	N/A
	
	

	· 
	
	
	

	· 
	
	
	

	6. What is your application dependency on the alternate locations? <Describe dependencies this process has on other locations. For example, is there another location that will need to completely/partially support the process in addition to its own Business process?  Will the alternate location need to purchase additional Hardware and Software? >

	Business Function
	Dependencies

	· 
	1.
	2.
	3.

	· 
	1.
	2.
	3.

	· 
	1.
	2.
	3.

	7. At the alternate location, what is the level of dedicated service required to satisfy business needs until recovery is complete. <Staffing considerations and Does the site need to mirror the production environment or does it only need to be able to provide service on an as needed basis.>

	Business Needs
	Service Level

	· Web Site
	· Site needs to mirror the production site

	· Staff support
	· Staff support would be needed for website configuration

	· 
	· 

	8. What are the staffing requirements for the alternate location? <Will the Office supply in house staff or will a third party vendor be required.  How many staff members will be required to support the Business Processes?>

	Staffing Source and Number Requirements
	Business Process

	In House:
	Outsourced:
	· N/A

	In House:
	Outsourced:
	· 

	In House:
	Outsourced:
	· 
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