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Getting Started

The Business Continuity Chief must be aware of the organization’s cash needs and 
insurance coverage, maintain vital business records and oversee important financial 
and operational matters.  

	 When a disaster strikes, the main functions include:
»	�Staying current with the organization’s financial obligations.

»	�Approving funds for purchases.

»	�Holding meetings with the IT and Human Resources Team Leaders.

»	�Compiling documentation necessary for after-disaster funding.

»	�Shutting down the main business office if needed.

	 Qualifications may include: 
»	�Strong financial and accounting skills.

»	�Strong computer skills. 

»	�Close relationship with IT manager and finance and administrative staff.

»	�Knowledge of the organization’s financial systems and controls.

	 A staff member to fill this role may be:
»	�Chief Financial Officer, Director of Operations, Deputy Director, Director of Finance or Senior 

Accountant.

	 During the planning phase, the Business Continuity Chief should:
»	�Review the Insurance Coverage Guide and Insurance Coverage Worksheet, being sure to meet with 

insurance agents to ask important questions and verify coverage.

»	�Compile and store vital business records using the Vital Records Guide and Vital Records Worksheet.

»	�Review the Payment Card Guide and Payment Card Worksheet. Determine which staff will have 
access to payment cards for disaster-related purchases.

»	�Review and customize the Vendor-Partner Contact List, Office Shutdown Checklist.
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Business Continuity Section Video
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TO GET READY, WATCH THIS VIDEO NOW!

Click here to access the Tools and Video for this role: 
http://enterprisecommunity.com/solutions-and-innovations/green-communities/tools-
and-services/ready-to-respond/disaster-staffing-toolkit/business-continuity-chief
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Job Action Sheets

A Job Action Sheet includes specific tasks to be completed by the Disaster Response 
Role over eight Operational Periods before, during and after a disaster. 

Operational Periods

96 hours 12 hours24 hours48 hours72 hours
Immediately

after 12 hours

Pre-Event  
Preparedness  
In this Toolkit, pre-event preparedness begins 96 hours ahead of an 
emergency event so an organization can best prepare for emergency 
response and recovery.  The Job Action Sheet specifies tasks that 
should be completed 96, 72, 48, 24 and 12 hours before a disaster.

Event  
Response  
During the event 
period, Job Action 
Sheets instruct all 
Disaster Response 
Roles to stay on 
alert.

Post-Event  
Response   
Activities and tasks to 
be completed after the 
disaster is over.
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Sample Job Action SheetSample Job Action Sheet

  
 

 

Action Date Notes Done 

Receive Command Level Meeting announcement from Incident 
Commander. 

   

Read entire Job Action Packet with tools and fill gaps as needed. 

 

   

Schedule Section Meetings with Team Leaders before Command 
Level Meetings over next three operational periods. Invite Logistics 
Chief to attend. 

   

Assess adequacy of cash and reserves to cover potential repairs.  
 

   

The Business Continuity Chief must be aware of the 
organization’s cash needs and insurance coverage, 
maintain vital business records and oversee important 
financial and operational matters. 

Main functions include: 
• Staying current with the organization’s financial obligations.  
• Approving funds for purchases. 
• Holding meetings with the IT and Human Resources Team 

Leader.  
• Compiling the necessary documentation for post-disaster 

funding. 
• Shutting down the main business office if needed.   
  

READY TO RESPOND DISASTER STAFFING TOOLKIT 

Business Continuity Chief  
Job Action Sheet 

96 Hours  
Pre-Event 

 

Name _______________________________  Phone _____________________ Date last revised _____________________ Enterprise Community Partners, Inc. 

Notes
Information needed to help complete 
tasks or to report during meetings.

Job Description
A general description of 
the Disaster Response Role.

Disaster  
Response Role

Main Functions
The primary responsibilities 
of the Disaster Response Role. 

Actions
Important tasks to be completed 
during each operational period.

Additional Information 
Space to include contact and 
updated document information.

Operational Period 
Specific time periods before, during, and 
after a disaster during which meetings are 
held and tasks are completed.


