	Office of Systems Integration
	Business Continuity Plan
<Date>



Business Continuity Plan

	DATA ITEM DESCRIPTION

	1. Deliverable Name

Business Continuity Plan
	2. Deliverable Number
To be determined

	3. Description/Purpose

The Business Continuity Plan shall describe the Contractor’s continuity of business strategies and procedures including system redundancies and backup, disaster recovery, and other business continuity activities. The Plan shall address business continuity for all components that comprises the <Project Name> system. 

	4. Content Requirement
The following describes the minimum required content of the deliverable. Any changes to content must be approved by the state in advance.

The Business Continuity Plan shall include the following:

· Cover/title page.

· Document history.

· Table of contents.

· An introduction that includes the document’s purpose, suggested audience, and listing of key terms.

· An executive summary of the document’s content.

· Description of the roles and responsibilities of Contractor staff (local and corporate), subcontractor staff, as well as state and county staff.

· Description of the how security failures and risks are identified, evaluated, and severity levels determined.

· Description of the escalation processes and procedures including Contractor decision-making guidelines.

· Description of internal and external communication process depending on different severity levels. 

· Description of the Contractor’s data center facilities, safeguards, and business continuity measures.

· Description of system redundancy and safeguards for all components that comprise the <Project Name> system.

· Description of scenarios for full and partial failures and the Contractor’s established plans for mitigating, detecting, and resolving such failures. 

· Description of the Contractor’s methodologies for detecting and correcting reduced system performance resulting from full or partial failures of the system or its components.

· Description of the Contractor’s testing of business continuity plans, processes and procedures.

· Description of disaster recovery plans and procedures related to all components that comprise the <Project Name> system.

· Appendices such as specific plans and processes and procedures for items discussed in the main document, such as subcontractor/partner documentation.



	5. Preparation Instructions and applicable standards 
· The Contractor shall refer to the OSI Style Guide for format and preparation guidelines.

· The Contractor shall refer to CA - Office of Emergency Services – Continuity Guidance Circular 1 http://www.oes.ca.gov/WebPage/oeswebsite.nsf/ClientOESFileLibrary/Plans%20and%20Publications/$file/CGC1.pdf
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