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Sample Business Continuity and Disaster Preparedness Plan (cont'd)

0 COMMUNICATIONS

We will communicate our emergency plans with co-workers in the following way:

In the event of a disaster we will communicate with employees in the following way:

[1 CYBER SECURITY

To protect our computer hardware, we will:

To protect our computer software, we will:

If our computers are destroyed, we will use back-up computers at the following location:

0 RECORDS BACK-UP

is responsible for backing up our critical records including
payroll and accounting systems.

Back-up records including a copy of this plan, site maps, insurance policies, bank account
records and computer back ups are stored onsite

Another set of back-up records is stored at the following off-site location:

If our accounting and payroll records are destroyed, we will provide for continuity in the
following ways:
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Prepare. Plan. Stay Informed.
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Sample Business Continuity and Disaster Preparedness Plan (cont'd)

OO0 EMPLOYEE EMERGENCY CONTACT INFORMATION

The following is a list of our co-workers and their individual emergency contact information:
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L] ANNUAL REVIEW

We will review and update this business continuity and disaster plan in
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