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INSTRUCTION FOR COMPLETING THE COOP SURVEY   

Instructions for Completing the COOP Survey
The COOP Survey is used as an information-gathering tool.  The information you give us with this form will provide a better understanding in identifying the important functions, personnel, resources, records/documents, and external vendors required for you to do your work.  This information will assist the organization to continue operating after a business interruption.
Please fill out the following pages outlining functions or services that you are responsible for and that you feel are important to your organization.   Ask yourself, “What jobs do I perform that would impact our clients or other departments in the event that I couldn’t get to work because of a disaster?”

The COOP Survey contains one Essential Function Worksheets.  If you need additional worksheets, contact your COOP Coordinator.

Preparer’s Information form

· This is information about the person completing the COOP Survey (you!).  Include your Name, Date Completed, Department/Office, Title, E-mail Address and Work Phone Number.
Mission Essential Function Details 

· Essential functions are functions that you need to continue to perform for your clients even if you do not have access to your office or equipment.

· List the Function Name – Brief description of the function

· Describe the Function – What you do, how it is done, and in what order tasks need to be implemented.
· Recovery Time Objective – Period of time within which systems, functions and/or services must be recovered after an outage before it adversely affects the organization’s mission.

· Frequency – How often do you perform this function? 

· Peak Time Period – What time is most critical to your function is be up and operating by. 

· Legal or Statutory Requirement – List and applicable references to statutes, state/federal code or regulations.

· Certification of Licensure to execute this function – Include applicable references to state licenses or specific certifications.

· Is there an interim process for this function? – If you have developed back-up procedures or processes for this function, describe them here.  

Key Personnel

· List the primary person responsible for the completion of this essential function.  List three back-ups for the primary person.  NOTE: There may be no one who has the knowledge or training to do this job other than the primary person responsible. If this is the case, then put TBD in the back-up field.

· Complete the Title; Name (last, first); Work Phone Number, Home Number and Personal Cell Phone Number fields for the primary and back-ups assigned to this function.

Locations
· Identification of primary locations you and your Department/Division may go to if you do not have access to your office.  Other locations must have the infrastructure and size to function as an alternate work location for up to 30 days should access be denied to the primary work location. 
Critical Resources

· Essential resources are the personnel, equipment, software or other resources necessary to complete the essential function from Page 1 of the survey.  The following information needs to be completed for each resource:  

· Name of Resource – Examples would be computer, telephone, printer,     e-mail, office suite, etc.
· Type (of Resource) – Use either E for Equipment such as telephones or fax machines; H for Hardware such as computers or network equipment; or S for Software packages such as office suite.  

· Minimum Qty – Minimum number of each resource required to complete the essential function.

· Manufacturer –Manufacturer information may be necessary especially if you depend on a specific “brand” for the resource.

· Model/Version/Notes and Details – Use this field to note any additional information about the resource including model number, software version, etc.

· Vendor Name – List the vendor who provides this service.  Vendors should include anyone outside your organization who assists with the resource including other departments.

· Contact Name – List the contact’s name for the vendor listed

· Contact Phone Number – Note the phone number for the contact for the vendor listed.
Vital Records, Databases and Files
· Vital records, databases and files are the files you use to complete the essential function.  The following information needs to be completed for each vital records, database or file:  
· Name of Vital Record, Database or File – What is the name of the vital record, database or file?

· Format – Indicate the vital record, database or file’s format from the following choices:  Hardcopy, Electronic or Both.  

· Backed Up? – Are there back-up copies of these records, databases or files?  

· Availability at Alternate Site – Will the vital record, database or file be pre-positioned at the alternate site or hand carried to the alternate site?  Or Both?  

· Notes – Any additional information for the vital record, database or files can be written here.

Additional External Contacts/Vendors
· List any additional external contacts such as: other departments, external support staff, vendors, service providers, or clients that may need to be contacted to complete this essential function.  The following information needs to be completed for each vendor:
· External Contact/Company Name
· Main Phone Number

· Contact Name (Last, First)

· Contact Phone Number – include the extension if applicable

· E-mail Address

· Description (type of service provided)
Interim Process
· Interim processes are temporary workarounds that can restore some level of functionality until the resources normally supporting essential functions are recovered.  Interim processes are frequently manual ones (e.g. manually developing purchase orders and payroll with the use of typewriters, pens, paper or other method) that are performed after an interruption of critical IT systems and/or networks.  They may not be effective alternatives for a long period, but can provide extra time for recovery of supporting resources without suffering a complete outage.  Other alternatives may be mutual-aid agreements with other companies using the same systems.  Interim processes can be developed within current SOPs or Standard Operating Guidelines (SOGs) to ensure essential functions continue.

· Document the interim process for this function

· List any equipment, supplies, systems or specialized personnel required to execute the interim process for the essential function if different from the critical resources listed earlier.   

Risks 
·  Identify potential risks and the risk level for the essential function.
· No or inadequate essential function documentation – is this function and all of its resources documented?
· No or inadequate off-site storage of vital documents/records – Are the vital records, databases and files adequately backed up and stored off-site?
· No or inadequate training of employee back-ups – Are the back-up and alternate back-ups for this process trained in case they may need to perform this function?

· No or inadequate manual process exists – Is there an adequate manual back-up process in place in case of an emergency?
· High level of dependence on external resources/other departments – Is this function highly dependant on other departments or external vendors?
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