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The Houston MBDA Business Center is s operated by Houston Community College.
The program is funded, in part, by the U.S. Department of Commerce, Minority
Business Development Agency and has been hosted at Houston Community College
since September 2013. MBDA Business Centers are staffed by business specialists
who help minority businesses access procurement opportunities, new markets, and
capital.
The Disaster Recovery & Resiliency Initiative is funded by a grant from the U.S.
Department of Commerce, Minority Business Development Agency. The initiative
aims to help business prepare before a disaster, maintain continuity during a disaster,
and recover after a disaster.

For more information, check out our website at www. HoustonBRI.com

Disaster Recovery
and Resiliency
Initiative
Houston MBDA | 2302 Fannin Street, Suite 165 Houston TX 77002 | 713-718-8974 | hccs.edu/MBDA
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A business disruption is anything that changes the normal day-to-day operations and 
profitability of a business usually with negative impacts. The more resilient a business 
is, the better chance it has of making it through a disruption.

Business disruptions are inevitable and we seldom actively plan for them. Planning 
goes to the bottom of our to-do lists and often gets chalked up to “not likely to happen 
to me.” But life, and Mother Nature, has a way of surprising us especially when we 
least expect it.

The reality is that disruptions do happen. Roughly 40-60 percent of small businesses 
never reopen their doors following a disaster (FEMA). When disruptions happen, they 
strike small businesses much harder than large businesses.

What does a business disruption look like? Think quickly of the first three disruptions 
that come to mind.

These are the “big ones” that make the news and social media cycles. They are also ones 
that we tend to throw the dice and gamble that statistically they won’t happen to us.

But did you know, as a small business, there are many disruptions that can impact your 
business? Just one week of lost work, sometimes even just days, can mean the difference 
between staying open or staying closed.

Probablemente usted acaba de pensar en 
uno de estos desastres mayores:

 • Hurricane
 • Tornado
 • Flood

INTRODUCTION

x

Or perhaps you considered one of the 
following:

 • Earthquake
 • Wildfire
 • Blizzard
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x

Or perhaps you considered one of the 
following:

 • Earthquake
 • Wildfire
 • Blizzard

Not all disruptions are negative events. “Business-as-usual” can be impacted by 
events such as:

• New Baby
• Larger than normal new 

client or oppurtunity
• Marriage

Business disruptions include: 

• Cyber security attack
• School/daycare closure
• Volcanic Eruption
• Roadway/bridge failure
•  Supplier failure or 

disruption
• Product or part recall
• Power Outage
• Car accident
• Labor dispute or strike
• Lawsuit

• Political upheaval

• Personal/key employee 
illness

• Negative online reviews

• Network carrier failure

• Chemical spill

• Workplace violence/ 
active shooter

• Industry disruption

• Divorce

Business disruptions can also be caused by disruptions experienced by your 
employees, suppliers, vendors and main customers.

What are the ramifications if your business was to shut down for one day, one week, 
or one month to your:

• Revenue and profits
• Meeting payroll and other expenses
• Expiring products, spoilage, etc.

• Meeting contractual deadlines

Preparation is key. A few actions now can really be the difference between surviving 
a disruption or losing your business because of one. This guide helps you tackle the 
actions needed to prepare for a disruption and make your business more resilient. 
We want to help you find that time to potentially save your business now from the 
disruption that happens tomorrow.

• Social media sensation
• Viral Post of video
• Inheritance or other  

money windfall
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Through this guide, we will help you walk through the short-term actions you can take 
to help disruption-proof your business. Checking these actions off your list will make 
your business more resilient and help elevate your business.

The following icons are used throughout the guide to callout certain actions or 
additional information.

WHAT THIS GUIDE IS

CALENDAR ICON

Identifies recommendations that appear in the section Prepare 
in 30 Minutes in 30 Days. This section details 30 activities in 30 
days to help disruption-proof your business.

EXCERCISE ICON

Identifies exercises to complete as you work through the 
resource guide that will help you work successfully towards your 
disruption plan.

SMARTPHONE ICON
Identifies actions that you can accomplish with your 
smartphone. A smartphone provides much more power than 
what is available with a traditional mobile phone. What you may 
have once needed to accomplish with expensive technology 
and hardware, can now be done from the palm of your hand. 
If you currently do not use a smartphone, you may consider 
purchasing one as part of your business disruption planning.

HOW TO USE THIS GUIDE

We would like you to ultimately read this guide from cover to cover. We recognize that 
not everyone will be able to do that at first. If that is the case, we recommend you turn 
to the topics in which you know you are most vulnerable. Address these areas first and  
then continue through the remaining sections..
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prEPaRATION IS KEY!

WHAT THIS GUIDE IS NOT

This guide should not be seen as the end-all, be-all guide to disruption planning. 
This handbook is truly a guide to help direct you to the areas you should be 
addressing. To what degree and how you go about it will differ by company type, 
size, location, industry and product vs. service but we’ve found that if you have 
strength in the areas we will review, you give your business a true fighting chance.
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Good insurance coverage is important especially applicable coverage to your specific 
businesses. It can be tempting as a small business owner to forgo certain insurance 
coverages or select cheaper policies (that ultimately come with less protection) to 
save money. However, if disaster strikes, the coverage on which you have spent 
your hard-earned money may not be enough to get you back in business. You could 
ultimately lose the money you put into the policy as well as your business. Good 
insurance coverage should be one of the first things you obtain to make sure your 
business is resilient against disruptions.

COMMON MISTAKES
 •  Tener muy poca o la cobertura incorrecta.
 • Having too little or the wrong coverage
 • Building structure coverage but not building contents coverage
 • Not understanding which coverage covers which damage (e.g. building  
  insurance vs. flood insurance)
 • Allowing coverage to lapse
 • Not understanding current policies or just assuming “surely that’s covered 
  too” (especially important for bundled insurance)
 • Not ensuring that all property and equipment that need to be covered are 
  listed on the appropriate policies
 • Understanding what parts of your business can be covered and what types 
  of coverage are available for your industry (e.g. business disruption  
 insurance)
 • The differences and reach of liability vs. property coverage
 • Not understanding what events or situations are not covered
 • Not all entities and property of a company named on the insurance
 • Appropriate coverage for the potential catastrophes in your area (e.g. 
  hurricane, flood, earthquake, etc.)

INSURANCE

Review your policies annually with your insurance agent to identify 
new needs, areas of weakness in your coverage and any new 
business products/services/ventures in the past 12 months that are 
not covered.

Before your meeting, create the following lists and bring them with 
you to your meeting.
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Never leave home or work without your insurance information. Especially in a 
large-scale disaster where you might have to evacuate, you may not be able to easily 
get to your policy and agent’s contact information or know how to place a claim.

   LIST FOR YOUR AGENT
All your business entities that you have 
created.
Do you have a partnership or an LLP, LLC or 
others? Do you do business with all of them? Or 
do they all make up your ultimate company?

All employees both full time and part time

Each location in which you do business (even 
if it is your home), all business locations even 
if they are not currently in use and all of your 
business real estate

All business assets including everything from 
a computer to a company car to a desk and 
product inventory or any items needed to 
complete your service or create your product.

Each current insurance policy for your business, 
when it expires and by when you must renew

Give this list to your insurance agent to 
review and confirm that they are all listed on 
the appropriate policies and are adequately 
covered.

Discuss with your agent any specific insurance 
you need on them or if there are any policies in 
which they should be listed.

Have your agent confirm that you are adequately 
covered for each location in which you do work  
whether owned or rented

Have your agent confirm that you are adequately 
covered to replace these items

Have your agent verify this information

It is important to remember that if it is not listed or accounted for in a policy, IT IS
NOT COVERED.
Other things to add to your discussion:

 •  Insurance regulation changes in the past 12 months or in the upcoming 12 
months that may impact your current and future situation

 • New products or options to your current coverage that may benefit you

•  Put your insurance agent’s contact information (email, cell phone, work phone, 
etc.) in your phone’s contacts list.

• In your agent’s contact information include the main number and email if they  
 have one for your insurance entity for reporting claims.

• In the notes section of your agent’s contact info, add each of your policy 
 numbers so that everything you need to report a claim is right there.Some   
 smartphones will even allow you to create field names in your phone so you  
 could create a field for each policy. List your coverage / deductible information  
 in the notes.

• In your phone’s calendar, list the expiration date of each policy and the 
 renewal-by date and set calendar reminders to alert you at least 10 days 
 prior.
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* Adapted from Austin Tenette, FocalPoint Coaching – Surviving a Major Business Disruption Workshop

We’ve discussed ways to ensure that you have the right insurance for your business, 
real estate, property and equipment. Let’s now take a look at your property and 
equipment and how they can be further protected.

PROPERTY AND EQUIPMENT

Fill out the following chart for all of your Property and Equipment.

Can your organization operate without any of the following 
examples? Are there any missing specific to your business? Are you 
surprised to see some items on this chart? Add any additional items 
needed.

        PROPERTY AND EQUIPMENT                               DESCRIPTION        NOTES

 • Buildings.

 • Vehichles.

 • Technology Equipment

 • Product Samples

 • Marketing Materials

 • Display Equipment

 • Specialty Equipment

 • Merchandise

 • Appliances

 • Trailers

 • Cash Registers

 • Card Readers
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The right insurance policies will help repair, replace or rebuild your property and 
equipment but it could take weeks or even months to be fully operational again. In the 
interim, let’s see if you know what you could do to continue operating if you lost access 
to any of them.

 • Identify the risk associated with losing part or all of the item

 • Preventative measures you could take to protect it or lessen the 
  issues caused by losing it

 • Determine how you will most quickly recover the lost or damaged 
  property and equipment

Let’s start with the three most important property and equipment 
items to your business. Using the following chart and strategy:

PROPERTY AND EQUIPMENT           RISK                             PREVENTATIVE MEASURES            RECOVERY PLAN

*Adapted from Austin Tenette, FocalPoint Coaching – Surviving a Major Business Disruption Workshop
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In completing your chart, some additional questions to ask yourself:

 • Which dangers and/or accidents would cause the most damage to your 
  property and equipment? For each identified danger/accident come up with  
  a plan (e.g. flood plan, fire plan, etc.).

 • Which man-made dangers would cause the most damage to your  
  property and equipment? For each identified danger come up with a plan  
  (e.g. theft and security plan, human error, etc.).

Repeat this exercise with the next three most important items 
until you reach the end of your property and equipment list. 

             *Adapted from Austin Tenette, FocalPoint Coaching – Surviving a Major Business Disruption Workshop

             PROPERTY AND EQUIPMENT            RISK                        PREVENTATIVE MEASURES                                    RECOVERY PLAN
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With the list of property and equipment you just created, use 
your smartphone to photograph and/or videotape all of it. 
Photograph serial numbers and model numbers. Video a tour of 
your building including all visible property and equipment. This 
can be used for insurance, replacement, warranty and recall 
needs.

             PROPERTY AND EQUIPMENT            RISK                        PREVENTATIVE MEASURES                                    RECOVERY PLAN
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The people that impact your business cover many different categories. They 
range from inside your company (e.g. you, partners, employees and contractors) 
to customers, suppliers and vendors. They can also include your competition, 
complimentary businesses and even the non-related businesses in your general 
geographic area. All of these can be viewed as your business ecosystem. What 
involves one member of the ecosystem can ultimately impact either positively or 
negatively other members of the ecosystem.

Besides natural disasters and other disruptions we have discussed, a change in 
people in your business ecosystem is inevitable. People move on to other jobs and 
other chapters in their lives. Customers may find what they consider a better fit with 
a competitor or need to scale back their purchasing based on their own disruption. 
A main vendor may experience economic setbacks, decide to close or sell their 
business or change their business focus.

It can be hard to think about losing a key employee, customer or vendor but it is 
something we must address if we are to protect a business from disruption. A key 
employee being out of the office for several weeks or a customer not buying for a 
portion of time can also create a significant disruption for your business.

In this section, we will concentrate on mitigating the loss of work or revenue from any 
of the people in your ecosystem. First, let’s make sure that we identify all of them.

Fill out the following chart for all of the people who make up 
your business ecosystem. Use a separate line for each person 
or group. Don’t forget to list yourself! Some examples include:

PEOPLE

  • Business Owner

 • Sales Person

 • Scheduler/Assistant

 • IT Person

 • Technician

 • Bookkeeper/Office 
  Manager

• Employees

• Large Customer

• General Customer

• Main Competitor

• Business Neighbor

• Main Complimentary 
  Service Partner
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DESCRIPTIONPERSON/GROUP DESCRIPTION NOTES

Now let’s look at how your business would be impacted if you lost one of these people 
for a few days, a few weeks, a few months or all together. Like with property and 
equipment, many business owners do not often plan for the loss of one of their people 
that make their business work or run. It can be hard to consider but just like having 
the right insurance in place, it is just as important to ensure that no one person is 
irreplaceable.

COMMON MISTAKES

 • One customer making up the majority of your revenue; while this is not 
  always possible to avoid when building your business, it is important to be 
  aware of the situation and continue working towards increasing your 
  customer diversity

 • Relying on one employee too much for certain key information; for example, 
  having only one person who knows key passwords, how to work key  
  computer programs or access key information

 • Employees not understanding enough of each other’s job processes to be 
  able to back them up or take over if needed

 • Not having documented or easily accessible processes and procedures for 
  key business activities

 • Not creating relationships with the businesses in your general area

 • Not creating relationships with your competitors and complimentary 
  businesses
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PERSON/GROUPS RISK PREVENTATIVE MEASURES RECOVERY PLAN

Let’s now look at identifying how to mitigate these losses and brainstorm preventative 
measures for your business.

*Adapted from Austin Tenette, FocalPoint Coaching – Surviving a Major Business Disruption Workshop

Fill out the risks and preventative measures we can take if we lose 
time, work or business from any of them.

Complete the list of the members of your business ecosystem 
and preventative measures for mitigating their loss. Refer to 
this list each quarter and update your preventative measures as 
needed.

*Adapted from Austin Tenette, FocalPoint Coaching – Surviving a Major Business Disruption Workshop
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COMMUNICATION
We have just identified all the important people in your business ecosystem and the 
risks of losing one of them. Let’s now look at how and when you communicate with 
them. Having different channels of communication can be vitally important in the face 
of a disruption.

Collect or update contact information on all your employees 
including contractor, part time, intern and potentially immediate 
past employees. Post a copy of the list in your office. Store 
information in an easily accessible format with backups in 
other locations with access for key individuals in your company. 
Define ways to communicate to all in the event of power 
outages and cellular service outages.

At a minimum, input all employees phone numbers (preferably 
mobile numbers) into your smartphone. You can also take a 
smartphone picture of your full contact list including home 
address and emergency numbers. Let your smartphone act as 
a scanner to give you one more way to save and access this 
information.

Set up texting groups for your employees so that you can 
communicate with them in an emergency quickly and without 
having to add each one of them to a text. Test the text group 
once a month to ensure that all are receiving the texts and they 
get used to this mode of communication. Set up guidelines of 
how you will use this group. Be conscious of not overusing this 
method for non-emergency or unimportant reasons.

EMPLOYEES
Do you know how to contact each of them? Many of them are probably in your 
smartphone but do you have a complete list of all your employees, their contact 
phone, backup or emergency contact information and home address? If you do have 
this list, do you have it readily available to you and others in your company?
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CUSTOMERS
Like with employees, ensure that you have contact information on all your customers. 
Besides their work phone numbers, collect mobile numbers from those that are 
comfortable sharing that information, email addresses and mailing addresses.

Collect or update contact information on all your customers. 
Ensure you have this information saved electronically and email 
it to yourself and key employees. Don’t rely on customer software 
to access this information when power or networks may be down. 
Software like this should allow you to export a list or spreadsheet 
of your customers and print a hard copy of your customer 
information. This list can be emailed to you and key employees.

At a minimum, input all customers phone numbers into your 
smartphone. There are apps available that allow you to take a 
picture of business cards and the app will interpret the contact 
information and enter it in your contacts for you.

Set up texting groups for customers that have provided 
mobile phone numbers so that you can communicate with 
them in an emergency. Test the text group twice a year to 
ensure that all are receiving the texts and get used to this 
mode of communication. Set up guidelines of how you will 
use this group. Be conscious of not overusing this method for 
non-emergency or unimportant reasons.
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VENDORS
Like with employees and customers, ensure that you have contact information on all 
your vendors. Collect their work phone numbers, mobile numbers, email addresses, 
mailing addresses and backup contact information.

Collect or update contact information on all your vendors. 
Ensure you have this information saved electronically and email 
it to yourself and key employees. Like with customers, don’t rely 
on software to access this information.

At a minimum, input all vendors’ phone numbers into your 
smartphone.

Set up texting groups for vendors that have provided mobile 
phone numbers so that you can communicate with them 
in an emergency. Test the text group quarterly to ensure 
that all are receiving the texts and get used to this mode 
of communication. Set up guidelines of how you will use 
this group. Be conscious of not overusing this method for 
non-emergency or unimportant reasons.
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These members of our business ecosystem often get overlooked. We see 
competitors and complimentary businesses around town and at networking events. 
We share small talk with our business neighbors, but do we really know how to 
contact them if we ever have a need? In a disruption, having access to these people 
could make a significant difference. A competitor may be willing to loan workspace 
or machinery. A business neighbor may be willing to share office equipment or 
space. A complimentary business may be willing to team up to offer services 
together.

Networking and building relationships is always important for small businesses, but 
these relationships can be a lifeline in surviving a disruption.

COMPETITORS, COMPLIMENTARY BUSINESSES AND BUSINESS NEIGHBORS

Collect or update contact information on all competitors, 
complimentary businesses and business neighbors. Make 
plans to build relationships further with each. For those that  
you don’t know well, make plans to expand the relationship.

Input competitors, complimentary businesses and business 
neighbors into your smartphone.
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Most of our important business information and data are stored on our computers and 

electronic devices. A hard drive crash, a damaged desktop computer or a stolen laptop 

can be devastating to a business. This could cause a loss of months and maybe years 

of information not to mention stress, anxiety and work to recover. Interestingly enough, 

human error accounts for over 50% of electronic data loss so it is not just technical 

failures that can harm a business.

The lost information can range from sales to customer to taxes and payroll 

information to a multitude of important documents. Even with the great potential 

for loss, only 6% of us backup our data regularly. Some of us still rely on paper filing 

systems which have their own susceptibility to loss through fire, floods and other 

disasters.

With all the potential for business loss, closure and bankruptcy, data backups are 

another item that falls perilously low on our to do list. We keep the mentality that 

“tomorrow I’ll backup” and that tomorrow keeps turning into the next day. And when 

we do backup and secure electronic data there are still many mistakes that we make.

DATA AND INFORMATION

COMMON MISTAKES
 • Information stored on only one laptop or computer
 • Information stored electronically but not backed up
 • Not regularly checking back up locations for accuracy
 • Electronic and paper files stored in the same physical location
 • Paper files without scanned backup copies
 • Not using cloud-based storage

Fill out the following chart for all data and information that 
would be detrimental for your business to lose. Pay close 
attention to the last column. Who from your company has easy 
and timely access to the data? You want to list those individuals 
who have the passwords, technology/equipment and know-how 
to access the data. The following are a few examples of 
important information that you may want to protect:
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     DATA/INFORMATION                             DESCRIPTION AND LOCATION      WHO HAS ACCESS TO DATA

 • Partnership agreement, articles of incorporation, nonprofit status, etc.

 • Contracts

 • Proof of sale and invoices

 • Budget and image documents

 • Business contacts

 • Records of vendors and suppliers

 • Tax documentation

 • Inventory information

 • Accounting or payroll financial records

 • Product blueprints or service methodologies

 • Payroll information

 • Personnel information

 • Websites

Take the list of important data and information you just created 
and email it to yourself and other key employees.
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Let’s now determine ways to protect the data and information that is vital to your 
business. Often, we assume that it takes an expensive computer system ordiffi-
cult-to-use software to protect our data. The idea of cloud storage could sound 
difficult and potentially unsecure to you. In our discussion, we will describe easy 
and inexpensive ways to protect your data and information.

Easy ways to protect your data and information include:
 • Save documents in waterproof /fireproof containers onsite.

 • Identify an evacuation plan for your documents that includes a list of   
  documents, where they are located and how you will evacuate them.

 • Save copies of all vital documents in an alternate, accessible off-site location

 • Scan important paper documents. In a pinch, your smartphone can act as a  
  scanner. Inexpensive scanners can be found at electronic stores and online 
  retailers. Many copiers include scanning capabilities.

 • Backing up electronic files and scans of paper documents on thumb drives 
  or larger backup drives. Do not store backup copies in the same location as 
  the original data.

 • Keep your virus detection software up to date.

More advanced ways to protect your data and information include:
 • Set up remote access to your company’s website, social media sites, and 
  data files

 • Set up cloud storage

 • Set up cloud backups

Cloud computing gives you safe access to your data or backup files wherever there is 
an internet connection. For business resilience, the most common cloud services are:

 • Cloud storage – stores your files for regular access, sharing and syncing 
  across devices

 • Online backup – backup source files in the event of a crash, cyber-attack 
  or other data loss; retains your file structure so that you can replace   
  everything as before

Most cloud services are available on your smartphone or tablet. 
Once set up, you can access your documents and files from 
your smartphone.
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Now that we’ve discussed ways to keep your data and 
information safe, record all data and information you identified 
including the risks, preventative measures and plan for 
accessing this information in the case of disruption or disaster 
and email it to yourself so you can recall it later when needed.

DATA/INFORMATION RISK PREVENTATIVE MEASURES RECOVERY PLAN

*Adapted from Austin Tenette, FocalPoint Coaching – Surviving a Major Business Disruption Workshop
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SOCIAL MEDIA

The thought of social media may make you cringe or instantly think of your favorite 
platform and your next personal post for the day. However, social media for business 
is much different than social media for personal use. It can be a wonderful way to 
inexpensively market your business, reach current and new customers, connect with 
complimentary services and stay in touch with your own employees. In addition, a 
social media presence can be seen by customers as a sign of business success, 
reliability and strong capabilities.

If you have spent time setting up social media for your business and regularly 
communicating with your customers, vendors and your immediate community, you 
have provided yourself with a great foundation for communicating and marketing to 
them in a disruption. Social media and email are also beneficial as it can be accessed 
remotely from your laptop via Wi-Fi or even simply through your smartphone.

MAXIMIZING 
SOCIAL MEDIA

There are various ways to use social media, messaging and email during and 
after a disruption:

 • Communicate if you are open for business or have modified business  
  hours

 • Communicate pertinent information to customers and community

 • Communicate special notices to employees and vendors through private 
  social media groups

 • For low cost marketing campaigns and promotions that can be  
  segmented by location, zip code, etc.

If you haven’t started with social media, it can be tempting to go with the platform 
of which you are most familiar. This may not be the best thing for your business. 
The most effective social media for your business is the one that fits your 
customer demographic. This doesn’t mean you have to abandon your preferred 
platform. It just means you need to ensure you are also using the best platform 
that fits your audience.



 28 

Once you have set up social media sites, begin posting regularly to keep your 
presence current. Most social media platforms allow you to schedule posts so 
you can set up several at once and schedule them to be released over a specified 
timeframe. Content for posts can be as simple as a picture of your latest product, 
a glimpse into your office or a congratulatory text to your team on a job well 
done.

Social media apps for your phone will allow you to do postings 
and updates while you are on the go. You don’t always have to 
be in front of your computer.

Create a list of social media posts for the next two weeks. If 
you are creating your first social media post, introduce your 
business and invite friends and family to like or follow it.

Finally, investigate social messaging applications that you can use to communicate 
with employees and others. These applications are available on your smartphone 
and other devices usually for free or little cost. They usually allow voice calls, 
text messaging and even video calls often worldwide. Some provide the ability to 
send pictures, videos, documents and other files. Besides a charged smartphone, 
only your cellular network or Wi-Fi is required. These types of applications can be 
invaluable when traditional methods of communicating are not available to you.
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PREPARE IN 30 MINUTES IN 30 DAYS

Challenge yourself in the next month to spend 30 minutes a day working on making your 
business more resilient. The following section contains activities that you should be able 
to do in 30 minutes or less over the next month.

FLIP THE PAGE TO

GET STARTED TODAY
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01 02
Create lists of all your 
business entities, employees, 
business locations, property 
and  quipment. Email lists and 
photographs to yourself and save 
them into the cloud. (Don’t have 
cloud storage yet? We will get 
that set up starting on Day 16.)

COMPLETED: 

NOTES:

Make a list of all insurance 
policies. Be sure to list limits, 
deductibles and items covered. 
Brainstorm any property, assets, 
real estate that may not be 
covered. Make electronic scans 
of all of your insurance policies. 
A smartphone can be used for 
this by taking a photograph 
of each page or by using a 
scanning app. Email lists and 
photographs to yourself and 
save them into the cloud.

COMPLETADO: 

NOTES:
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03 04 05
Save your insurance agent’s 
information in your smartphone 
including work and cell phone 
numbers, email, insurance 
company’s claim number and 
email. In the notes section 
of the contact, include each 
of your policies and if space 
allows, key facts about the 
policy such as deductibles and 
insured amounts.

COMPLETED: 

NOTES:

Set up meeting with your 
insurance agent to review 
your current policies. Keep 
the meeting, reschedule it 
if needed but ensure that 
this gets done.

COMPLETED: 

NOTES:

Create a list of all your property 
and equipment. Use your 
smartphone to take pictures 
and/or videos of all property 
and equipment. Email lists and 
photographs to yourself and 
save them into the cloud.

COMPLETED: 

NOTES:

DAY DAY DAY
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06 07
For each item of property 
and equipment, define your 
preventative measures to prevent 
loss of each and your recovery/
replacement plan for each. Start 
with your three most important 
items and continue working down 
the list.

COMPLETED: 

NOTES:

Create a list of all people or 
companies that make up your 
business ecosystem including 
employees, customers, vendors, 
competitors, complementary 
businesses and neighboring 
businesses.

COMPLETED: 

NOTES:
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08 09 10
For each employee, define 
your preventative measures 
to prevent loss of each and 
your recovery/replacement 
plan for each. While people 
changing jobs is inevitable, 
define ways to prevent 
the loss of knowledge and 
information each employee 
has.

COMPLETED: 

NOTES:

For each customer, define 
your preventative measures 
to prevent loss of each and 
continue cultivating the 
relationships to encourage 
loyalty. Create a recovery/ 
replacement plan for losing 
customers.

COMPLETED: 

NOTES:

Create a spreadsheet of contact 
information including cell 
phone numbers, addresses, and 
backup/emergency contacts 
on all your employees including 
part time, intern and potentially 
immediate past employees. 
Post a copy in your office, email 
a copy to key employees and 
save a copy to the cloud.

COMPLETED: 

NOTES:

DAY DAY DAY
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11 12
Input all employee contact 
information into your 
smartphone and set up 
texting groups for your 
employees. Define guidelines 
of how you will use this 
text group (e.g. appropriate 
reasons to use it, frequency, 
how often you will test the 
group). Send out a test text to 
ensure that all can receive it.

COMPLETED: 

NOTES:

Create a spreadhseet 
of contact information 
including cell phone 
numbers, addresses, and 
backup contacts on all 
customers and vendors. 
Email a copy to key 
employees and save a copy 
to the cloud.

COMPLETED: 

NOTES:
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13 14 15
Collect or update contact 
information including cell 
phone numbers, addresses, 
and backup contacts on all 
competitors, complementary 
businesses and neighbor 
businesses. Input them into 
your smartphone. Email a 
copy to key employees and 
save a copy to the cloud. 
Take a smartphone picture 
of it.

COMPLETED: 

NOTES:

Create communication 
plan to use in the case 
of a disruption. Set up 
protocols for how and when 
employees, customers and 
vendors will be notified. 
Consider various different 
notification channels 
depending on what 
infrastructure the disruption 
disrupts. Set up a meeting 
to review the plan with your 
employees.

COMPLETED: 

NOTES:

Input customer 
and vendor contact 
information into your 
smartphone and set 
up texting groups. If 
you have too many 
customers/vendors to 
ideally input into your 
smartphone, input 
the data of your key 
or top customers and 
main vendors. Define 
guidelines of how you 
will use this texting 
group. Send out a test 
text to ensure that all 
can receive it.

COMPLETED: 

NOTES:

DAY DAY DAY
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16 17
Create a list of all important 
data and documents that 
need to be saved to the 
cloud or at least emailed to 
yourself and key employees 
for easy electronic retrieval.

COMPLETED: 

NOTES:

Research cloud directory 
services for your 
business and select one 
to use. Not sure where to 
start? Consider asking 
complementary businesses 
which service they use as 
their needs will be similar to 
yours. Use a search engine 
to compare the most popular 
cloud services for small 
businesses.

COMPLETED: 

NOTES:

DAY DAY
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18 19 20
Set up a cloud directory 
for your business.

COMPLETED: 

NOTES:

Determine which documents 
and data will be saved to the 
cloud. This is an exercise 
you should repeat regularly 
to review where data and 
important information is 
stored.

COMPLETED: 

NOTES:

Communicate to 
employees how to use your 
new cloud directory. Most 
cloud services will have 
tutorials and user guides 
on their websites.

COMPLETED: 

NOTES:

DAY DAY DAY
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21 22
Save important business 
documents and data to 
your cloud directory. Begin 
with the most important 
documents and data first. 
This will take more than the 
allotted 30 minutes but use 
this day to get started.

COMPLETED: 

NOTES:

Create an evacuation plan 
for your most valuable 
records, hard drives, 
products, etc. Assign 
different people to different 
items if needed. Set up a 
meeting to review plan with 
them.

COMPLETED: 

NOTES:
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23 24 25
Research social media 
platforms and the 
typical demographics 
of who uses them.

COMPLETED: 

NOTES:

Set up your social media 
accounts for your business. 
Ensure that you have signed 
up for an account on the 
social media platform that 
your customers are most 
likely to use.

COMPLETED: 

NOTES:

Spend some time getting 
to know your social media 
platform. Review your 
account settings, available 
marketing tools, trend 
reports and analysis to 
which you have access.

COMPLETED: 

NOTES:

DAY DAY DAY
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26 27
Draft a list of social media 
posts for the next two 
weeks. If this will be your 
first social media post for 
your business, draft a post 
introducing your business.

COMPLETED: 

NOTES:

Post on social media and 
invite friends and family 
to like/follow your page. 
Download the app(s) for the 
social media platform(s) 
you have chosen to your 
smartphone. Send an email to 
your employees, customers 
and vendors announcing the 
social media pages.

COMPLETED: 

NOTES:
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28 29 30
Create a private social 
media page for your 
employees to use as 
an alternate form of 
communication to 
them. Send an email to 
employees announcing 
the private page and 
explaining when it will be 
used (e.g. as an alternate 
communication means 
in times of disruption or 
disaster)..

COMPLETED: 

NOTES:

Start a monthly email, 
newsletter or other 
announcement to your 
customers and/or vendors  
to help acclimate them 
to hearing from you via 
electronic means on a 
regular basis. This vehicle 
can be used in the face of 
a disaster or disruption to 
communicate.

COMPLETED: 

NOTES:

Reread this guide and 
consider other steps to take 
in your next 30 days.

COMPLETED: 

NOTES:

DAY DAY DAY
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Business disruptions are inevitable. 
A well prepared business can protect 
themselves from becoming one of the 
40% to 60% of businesses that do not 
open after a disaster. Simple steps taken 
now can mean the difference between 
staying open or closing for good. Prepare 
your business today!
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