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	#1 PHONE
	EMAIL
	#2 PHONE
	KEY HOLDER?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	ALL STAFF

	NAME
	POSITION
	PHONE
	EMAIL
	EMERGENCY CONTACT NAME
	EMERGENCY CONTACT
PHONE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	















	PREMISES: KEY CONTACTS

	ITEM
	COMPANY
	PHONE
	EMAIL
	CONTACT

	ACCOUNTANT
	
	
	
	

	BANK 
	
	
	
	

	CLEANING SERVICES
	
	
	
	

	ELECTRICITY SUPPLIER
	
	
	
	

	EQUIPMENT LEASE COMPANY
	
	
	
	

	FIRE SAFETY COMPANY
	
	
	
	

	GAS SUPPLIER
	
	
	
	

	INSURANCE BUILDINGS
	
	
	
	

	INSURANCE CONTENTS
	
	
	
	

	LANDLORD
	
	
	
	

	LAWYER
	
	
	
	

	LOCAL COUNCIL
	
	
	
	

	INTERNET SUPPLIER
	
	
	
	

	MAINTENANCE CONTRACTOR
	
	
	
	

	PAYROLL PROVIDER
	
	
	
	

	SECURITY COMPANY
	
	
	
	

	TELEPHONE SUPPLIER 
	
	
	
	

	VEHICLE LEASE COMPANY
	
	
	
	

	WATER SUPPLIER
	
	
	
	












	BUSINESS SYSTEMS

	BANK NAME
	ACCOUNT DETAILS
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	
	
	
	
	

	INSURER NAME
	POLICY NO & DETAILS
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	PAYROLL CO NAME
	ACCOUNT NO
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	LEASE CO NAME
	ACCOUNT NO
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	
	
	
	
	

	COMPUTER HARDWARE CO
	ACCOUNT NO
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	COMPUTER SOFTWARE CO
	ACCOUNT NO
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	INTERNET PROVIDER
	ACCOUNT NO
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	

	COMPUTER MAINTENANCE
	ACCOUNT NO
	CONTACT
	TELEPHONE
	EMAIL

	
	
	
	
	




	ASSET REGISTER

	DESCRIPTION
	SERIAL NUMBER
	DATE PURCHASED
	BOOK VALUE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






	KEY CUSTOMER REGISTER

	COMPANY
	CONTACT
	POSITION
	LANDLINE
	MOBILE 
	EMAIL

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




	KEY SUPPLIER REGISTER

	COMPANY
	CONTACT
	POSITION
	LANDLINE
	MOBILE 
	EMAIL

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	













	CRITICAL RISK PLAN

	RISK IDENTIFIED
	

	OVERALL SCORE (FROM RISK ANALYSIS)
	

	IDENTIFY LIKELY IMPACTS: (Which persons, functions and organisations will be affected and how)
	

	ACTIONS

	COMMUNICATIONS:
(Which individuals, organisations and agencies should be informed. E.g., staff, suppliers, customers)
	
	OWNER:

	IDENTIFY HUMAN RESOURCES REQUIRED:
(Who is required to work on recovery plan. Could be internal or external to the firm)
	
	OWNER:

	IDENTIFY FINANCIAL RESOURCES REQUIRED:
(Cash/credit/finance required to overcome challenge)
	
	OWNER:

	IDENTIFY OTHER RESOURCES REQUIRED:
(e.g., plant, equipment, premises required to overcome challenge)
	
	OWNER:

	DATE PLAN ESTABLISHED
	

	NEXT REVIEW
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