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1. Introduction
1.1 Purpose
The purpose of this Disaster Recovery Plan (DRP) is to ensure the continuity of business operations in the event of a disaster or major system failure. The DRP outlines the strategies, resources, and procedures necessary to recover from a disaster promptly.
1.2 Scope
This plan covers all critical systems, infrastructure, personnel, and facilities involved in delivering essential services to our organisation.
1.3 Objectives
· Minimise the impact of disruptions.
· Recover critical systems within the Recovery Time Objective (RTO).
· Safeguard data and ensure it is recoverable within the Recovery Point Objective (RPO).
· Maintain communication with stakeholders and customers during a disruption.

2. Plan Overview
2.1 Key Contacts
	Name
	Role
	Email
	Phone Number

	IT Manager
	Incident Commander
	
	

	System Admin
	Recovery Team Lead
	
	

	Facilities Manager
	Facility Recovery Lead
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.2 Plan Activation Criteria
This plan is activated when one or more critical systems are unavailable due to natural disasters, cyber-attacks, or major technical failures.
2.3 Plan Assumptions
· All staff are trained and familiar with the DRP.
· Backup systems and procedures are in place.
· Third-party service providers will be available during recovery.



3. Roles and Responsibilities
	Role
	Responsibilities

	Disaster Recovery Team
	Oversee execution of the DRP, coordinate recovery activities

	IT Team
	Implement system and network recovery efforts

	Communication Lead
	Inform stakeholders, employees, and customers

	Facilities Team
	Ensure the physical facility is safe and operational

	HR
	Handle employee communication and welfare during a disaster




4. Business Impact Analysis (BIA)
4.1 Critical Systems
List the most critical systems and processes that must be recovered first.
	System/Process
	RTO (Recovery Time Objective)
	RPO (Recovery Point Objective)
	Priority Level

	ERP System
	4 hours
	30 minutes
	High

	Email Server
	6 hours
	1 hour
	High

	Customer Portal
	12 hours
	4 hours
	Medium




5. Disaster Recovery Strategies
5.1 Backup and Data Recovery
· Frequency of Backups: Daily, Weekly, Monthly
· Backup Location: On-site, Off-site, Cloud
· Data Recovery Procedure: Step-by-step process for data restoration.
5.2 Hardware/Infrastructure Recovery
· Critical Hardware: Servers, Storage Devices, Networking Equipment
· Alternate Sites: Location of alternate data centres or co-located facilities.
5.3 Third-Party Vendor Coordination
· Vendors: Hardware suppliers, cloud service providers, internet service providers.
· Contracts: Copies of service level agreements (SLAs) and contacts.



6. Recovery Procedures
6.1 Initial Response
· Evaluate the extent of the damage.
· Engage the Disaster Recovery Team.
· Initiate communications with stakeholders.
6.2 System Restoration Steps
1. Step 1: Assess the situation and determine recovery priorities.
2. Step 2: Restore critical systems based on the priority list.
3. Step 3: Verify that data integrity is maintained, and systems are operational.
4. Step 4: Document all actions taken during recovery.
6.3 Alternate Worksite Procedures
· Worksite Location: Details of alternate work sites for employees.
· Remote Work Plan: Steps to ensure remote work capabilities are operational.

7. Testing and Maintenance
7.1 Testing Schedule
· Frequency: Quarterly testing of the DRP.
· Types of Tests: Simulation tests, full-scale recovery tests.
7.2 Plan Updates
· When to Update: After major changes in infrastructure, systems, or business processes.
· Plan Review Schedule: Annual review.

8. Communication Plan
8.1 Internal Communication
· Ensure staff are updated regularly.
· Use email, text alerts, and internal systems to notify employees.
8.2 External Communication
· Notify customers and stakeholders about the status of operations.
· Use press releases, social media, and customer service portals to keep external parties informed.
9. Appendices
9.1 Contact Lists
· Detailed contact information for all key personnel, vendors, and stakeholders.
9.2 Network/System Diagrams
· Diagrams of the critical infrastructure for reference during recovery.
9.3 Backup Logs
· Records of recent backups and their storage locations.
9.4 Disaster Recovery Log
· A form or log to document all steps taken during the disaster and recovery process.

10. Approval and Authorisation
Plan Owner: [Name]
Approval Date: [Date]
Next Review Date: [Date]
This plan is approved by the Board and will be enacted during any critical disruption affecting the organisation.

Notes:
· Customise sections according to your organisation's specific needs.
· Test the plan periodically to ensure its effectiveness.

