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Continuity In Business 

business continuity resources for busy continuity planners 
 
 

 
 

The Easy Guide to  

Exercising, Reviewing and 
Maintaining 

 
 
 

You may have a business continuity plan, and you may not: a good exercise can help you validate 
and improve a plan, or create a plan.  But exercises can also achieve so much more than „ticking 

the box‟ of the business continuity lifecycle.  They are a brilliant way to get engagement, raise 
awareness, and get pro-active assistance from others in your business continuity endeavours, 

amongst other things.  This is our favourite part of the lifecycle and, we hope, the most fun for you!   
 

You also need to make arrangements to ensure your plans are kept current and relevant. 
 

This document outlines common practice for business continuity exercising, reviewing and 
maintaining plans. 

 
 
 
 
 
 

Version 3.0  
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WELCOME NOTES 
 
 
 
Hello! 
 
Thank you for downloading the Exercising, Maintaining and Reviewing package.   
 
If you‟ve already used our previous modules, you probably have either a business continuity plan 
or a good idea of what you‟re going to include in your plan.  The good news is that you don‟t have 
to have completed any of the previous modules to find a business continuity exercise useful.  In 
fact, a good exercise before you‟ve finished may even bring you valuable help from other people in 
your organisation.   
 
In this pack, we outline provide an outline of how you can approach reviewing and maintaining 
your plan, and what a good exercise looks like.  Exercises range from the very simple to the very 
complex, and our general advice is to make sure your exercises are suitable for the plan(s) you‟re 
rehearsing.  Generally, simple plans need simple exercises, complex plans benefit from more 
complex exercising, technical plans generally require a technical exercise, and so on.   
 
We hope we‟ve given you enough information herein to get you started. 
 
Do note that we haven‟t covered auditing business continuity plans in this package; that may be 
something you might want to find out about later if you‟re going to align with BS25999.   
 
There’s not ‘one right way’ to do organise your reviews and maintenance or your business 
continuity exercises, so you can adapt this resource in any way you like to achieve your 
aim.  The nicest thing about business continuity exercises is there’s a real opportunity to 
be a little creative and get other people more involved in a potentially fun way.  (Honestly!) 
 
Do read this pack all the way through before you begin.  Like your teachers told you at school, this 
will save you time overall!    
 
We love feedback on what worked well for you in this pack.  We also like to know what you think 
could be better explained or improved.  It helps us tweak the resources to make them even better.   
 
If you have feedback, please email us at mail@ContinuityInBusiness.com.   
 
 

 
 
 

Please visit again soon, 
The Team at  

ContinuityInBusiness.com 

  

mailto:mail@ContinuityInBusiness.com
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Approach 
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WHAT IS EXERCISE, MAINTAIN & REVIEW? 
 

A business continuity exercise is an activity based on a continuity plan (or plans) or plans in draft.  A good 
exercise should result in a number of benefits, shown on the next page. Amongst other things, a good 
exercise ensures the participants understand the plan and highlights corrections and improvements to be 
made. 
 
 

Business Continuity Lifecycle 
 
Remember this?  
 
It‟s called the Business Continuity Lifecycle.  It‟s taken from BS25999, which is the British Standard for 
Business Continuity, and is the basis for the new International Standard, ISO 22301.   It provides a common 
sense approach to creating and maintaining a business continuity management system. 
 
This document is all about the step at the „nine o‟clock‟ point of the wheel: Exercise, Maintain and Review.  
In practical terms, this creating a protocol for routine updates/reviews (which we‟ll cover briefly herein) and 
exercising the plan using practical activities to ensure the plan is on a continuous maintenance, improvement 
and awareness cycle: 
 
 

 
 

Business Continuity Management Lifecycle - Source: BS25999 

 
 
 

I don’t have a plan; can I still hold an exercise? 
 
Yes. We think this is a great idea and it can work very well as a way to get more people involved, clarify 
issues, identify potential strategies and solutions, and raise awareness around business continuity planning. 
 
However, to maintain and review a plan, you obviously need one first!    
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REVIEWING AND MAINTAINING PLANS 
 

 
What You Need To Achieve 
 
It‟s important that your business continuity management process supports the current strategies and 
circumstances of your organisation.  There‟s no point working hard to create business continuity plans if they 
aren‟t going to be useful to you in a few weeks, month or years.  
 
There are often three scenarios that will require review and maintenance: 
 

 General updates: this mostly encompasses the details that change most frequently, for example, 
people‟s names, contact details and locations.  These should be scheduled as a routine task, though 
you‟re also likely to identify general updates required during business continuity exercises and other 
activities. 
 

 Fundamental changes:  Over time, assumptions upon which your BIA, strategies and continuity plans 
were made will change. For example, if a strategy, product, or supplier has changed, or you‟ve added or 
removed a location, or processes have become more or less important, or if whole new processes have 
replaced old ones).  Then you‟ll need to make different provisions in your business continuity 
management.  Ideally, these changes will be made as they occur, or otherwise at a defined point in time 
that meets the need of the organisation. You may also identify fundamental changes required during 
business continuity exercises – it‟s better not ideal to realise these during a real incident! 

 

 Post Incident review: After an incident it is prudent to review what happened, what worked and what 
needs to be improved, and amend your plans accordingly.   

 
Keeping continuity arrangements current and relevant and this requires some work on an ongoing basis, but 
by being organised about your approach, you can streamline and minimise the work.  
 

 
The Good News 
 
Because you‟ve created your plans the right way, by starting with a BIA, then considering your strategies, 
and then drafting your plans, you‟re going to find it easier to review and maintain your plans than those who 
didn‟t bother to follow the process.  This is also going to be valuable if you need to hand over the process to 
someone else as it‟s going to be much easier for them to maintain the planning.   
 
This is because you‟ve good records of what your priorities were when you began the planning, what 
assumptions were made, and which activities, processes, people, organisations, systems and so on were 
prioritised within your planning process. 

 
 
The Bad News 
 
We can‟t pretend there‟s anything glamorous about reviews and maintenance, or going back to the 
beginning of the cycle to review things from the beginning.   
 
However, it is likely to be easier than the first time you went round the cycle.  If there haven‟t been any 
fundamental changes, it‟s not going to take too long to make the routine updates.  And if there have been 
fundamental changes you‟re going to be able to identify this relatively easily from your BIA work (and this is 
where you‟re going to save an awful lot of time over people who skipped over or skimped on the BIA 
process!).   
 
Exercising plans is also part of the process and we‟re going to discuss that shortly: exercising is an activity 
that can be a lot of fun and draw many other people in to the process, as well as providing structured 
opportunities to validate, challenge, maintain and review the plans.  (We think you‟re likely to enjoy the 
exercise part of the business continuity planning process!) 
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Organising Reviews and Maintenance  
 
BS25999 requires that you review and update your plans for general and fundamental updates to a 
scheduled interval schedule. 
 
It‟s good practice to „go once around the lifecycle‟ at least once a year for routine plans – which means at 
least one review and one rehearsal per year for every plan.   For critical plans you may need complete the 
lifecycle twice or more per year; you‟ll have to determine the most suitable schedule for each plan.   
 
In addition to this you may want to do ad hoc or schedule updates for details that change frequently (e.g. if 
mobile phone numbers are included). 
 
You‟ll have to do ad hoc updates when significant things change (e.g. relocation, change of key 
supplier/customer, restructures) and following an incident and it‟s post-incident review.  But if you have the 
regular schedule planned out in the diary, you‟re far more likely to remember you‟ll need to do this and to 
keep your business continuity management up-to-date. 
 

 
Example Routine Schedules 
 
The following schedules are examples of schedules you may choose to follow; the important thing is to 
decide your policy for updating your plan and get it in the relevant diaries as soon as possible.   Making your 
business continuity management part of your normal routine maximizes the benefits of the process and 
helps encourage a culture for continuity. 
 
Note these schedules don‟t include the items mentioned above, such as post-incident reviews and reviews 
triggered by significant change to the plan‟s circumstances or requirements: 

 
Example of plan requiring one annual review:               Example of a plan requiring two annual reviews: 
 

January 

 

Review BIA/strategies  January Review BIA/strategies 

February 

 

Hold business continuity exercise  February Hold business continuity exercise 

March 

 

Review business continuity plans  March Review business continuity plans 

April 

 

Issue updated plans  April Issue updated plans 

May 

 

  May  

June 

 

  June  

July 

 

  July  

August 

 

  August Hold business continuity exercise 

September Review frequently changing 
information (e.g. phone numbers) 

 September Review business continuity plans 

October Issue updated plans 

 

 October Issue updated plans 

November 

 

  November  

December 

 

  December  
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BUSINESS CONTINUITY EXERCISES 

 
 
What You Need To Achieve 
 
You may have a plan; it may even be a really impressive looking plan; but unless it‟s been exercised you 
can‟t really tell if it‟s fit-for purpose.  Your exercise should check that your plan works in practice and highlight 
the areas where it needs improving.   BS25999 determines that it‟s good practice to rehearse each plan at 
least once per year. 
 
We‟ve never seen an exercise where areas for improvement (including gaps, updates, checklists and items 
to be removed) haven‟t been identified.   Exercising is extremely useful. 
 
An exercise may go by a variety of other names, including rehearsals, desktops, simulations, walk throughs, 
talk throughs and many other monikers!   In general, the terms exercise and rehearsal are interchangeable, 
whilst the others describe a particular type of exercise/rehearsal.  We‟ll explain each one later on! 
 
The important thing is that an exercise is a practical activity where a plan is rehearsed, or put into action in a 
controlled manner (that‟s most usually designed so it cannot negatively impact business-as-usual) so that 
the plan can be validated and/or reviewed.  Some of the other intended outcomes of good exercises are also 
listed below. 
 
Some people also hold exercises during a plan‟s creation phase: we think this can work really well as you 
should get many of the benefits of an exercise before you‟ve even really begun.  It‟s also prudent to exercise 
when a plan is about to (or has just) significantly changed. 
 
Different types of exercise work for different things.  Which type of exercise you choose to use at any given 
time may depend on what type of plan you‟re rehearsing, how engaged the team you‟re rehearsing with 
already are with the plan/process, what other types of exercise you‟ve run before for the plan and your own 
level of comfort and experience.  Again, there are no hard and fast rules about how you exercise so long as 
it‟s an activity that‟s appropriate for the plan and it meets your desired aims. 
 
Our top tip is to ensure your aims are clear before you begin planning any exercise.  We‟ve seen many 
people begin with a “brilliant idea for a scenario”, a notion that they‟re going to have to relocate an entire 
company or department, and so on.  In fact, it‟s impossible to tell the requirements of your exercise, or to 
consider which scenarios or activities might work, until you‟re clear on the aims of your rehearsal. 
 
 

Benefits of a Good Rehearsal 
 
Depending on the aims and arrangements for the rehearsal, benefits may include: 
 
 Verifying which parts of the plan are fit-for-purpose 
 Highlighting gaps in the plan 
 Highlighting areas for improvement 
 Identifying updates required 
 Identifying other plans where arrangements need to dovetail with the plan being exercised 
 Testing the plan against one or more potential issues 
 Identifying items that are no longer required in the plan 
 Raising awareness of emergency procedures 
 Raising awareness of the continuity planning process  
 Securing engagement from a wider audience of interested parties 
 Ensuring individuals understand their role in the plan  
 Increase an individual‟s confidence 
 Exercising specific elements of the plan (e.g. technical, procedural, relocation, administrative, systems, 

people, timings, provisions, resources) 
 Confirming or challenging the plan‟s priorities 
 Ensuring that arrangements are practical and executable  
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 Validating or challenging the recovery objectives and timings of the plan 
 Creating an action list for the delegates as well as the plan holder 
 Providing documentation to demonstrate due diligence in the form a rehearsal report/action list 
 
 

Exercise Aims 
 
Our hearts sink when we hear someone get excited about an exercise if they‟re starting point is a great 
scenario they‟ve come up with...  Not because they don‟t sound like great scenarios, but because it often 
means that the person hasn‟t considered what they‟re trying to achieve with the exercise before they started.   
 
You should only begin wondering about a story you want to use to bring your exercise to life after you‟ve 
decided what you want to achieve and the kind of exercise you need to achieve it. 
 
Of course, there are exceptions to this rule.  The most obvious one may be if an organisation is actively 
concerned about a specific hazard, particularly if its relatively new or rare for the organisation to have to deal 
with the impacts of that hazard.  In that case it would make perfect sense to rehearse that particular scenario 
and for the key aim to be rehearsing that specific scenario (e.g. if industrial action is possible, the 
organisation is facing the possibility of unusual weather patterns, or if a particular risk has increased). 
 
Otherwise you are likely to find it more productive to work in the following order: 
 

 
 
 

Types of Exercise 
 
There are lots of different terms that people use to describe the types of activity that can be used to create 
useful exercises.   
 
Perhaps the three most useful terms are: 
 

Desktop An activity that reviews a plan – with or without a scenario – without any physical 
enactment of the plan.   

Rehearsal This is an activity to practice the content of a plan 

Test A test is a type of exercise that can be passed or failed, for example, if a technical 
recovery plan can be enacted in practice, if an RTO can be achieved or not. 

 
 
There are lots of other terms that you might come across in the course of your business continuity activities.  
The following list isn‟t exhaustive (and agreement on the exact terminology differs) but to give you a general 
idea of some of the terms: 
 

Business 
Continuity 
Rehearsal 

Exercising a business continuity plan or group of plans 

Good practice suggests this type of exercise should take place at least annually. 

Incident 
Management 
Rehearsal 

Exercising an incident management plan 

Good practice suggests this type of exercise should take place at least annually. 

Plan Review 

Desk Check 

A review to identify updates and amendments required 

Good practice suggests this type of exercise should take place at least annually. 

  

Define Aims 
Identify 

audience/delegat
es 

Decide type of 
exercise required 

Create scenario 
to meet aims (if a 

scenario is 
required)  
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Round Table 
Review 

A meeting of two or more people, which includes a review to identify updates and 
amendments required.  

Good practice suggests this type of exercise should take place at least annually. 

Talk through This is similar to the items above but would typically include all those who have a role in 
the plan being present and talking through their section of the plan.  They would validate 
and challenge the plan as they talk through it.  This type of exercise may be better than 
those above for spotting where areas of the plan don‟t quite work, fit together or where 
external changes have happened that only some of those involved in the planning would 
know about.  

Good practice suggests this type of exercise should take place at least annually. 

Walk through Some people consider a walk through to be exactly the same as a talk through exercise. 

We might suggest there can be a distinct difference. A walk through can be similar to a 
talk through but take things one stage further.  In our experience of walk through 
exercises, typically the delegates hold copies of the plan and literally walk to the areas 
where they‟d be undertaking the activity in the plan, explaining to others what they 
would be doing in a very controlled fashion.  This type of exercise is often useful for 
spotting where areas of the plan don‟t quite work, fit together or where external changes 
have happened that only some of those involved in the planning would know about.  

Good practice suggests this type of exercise should take place at least annually. 

Simulation A simulation is a controlled exercise that uses the plan to simulate a response to a given 
situation.  It is designed so that it will not impact normal business.  

Good practice suggests this type of exercise should take place at least annually. 

Unit Test Typically this isolates an area of a plan, or a single plan, and ensures that this element 
of the plan is fit-for-purpose.  It often follows a script. 

End-to-end test An end-to-end test typically seeks to check that a complete process within an 
organisation is covered, often within multiple plans that may need to work together to 
achieve the process.  Sometimes this includes supplier or customer plans, as well as 
internal plans. 

Full rehearsal A thorough practice that often involves multiple plans, multiple teams and end-to-end 
tests. 

Scenario-based 
rehearsal 

An exercise where a story is told so that participants are able to pretend they are 
responding to a particular set of circumstances.  

Scenarios often help with engagement, but the organiser will be aware that whatever the 
story may be, it‟s usually constructed so that participants have to rehearse a “lack of” 
something (e.g. lack of access to normal workplace, lack of key people, lack of critical 
systems, lack of infrastructure).    

Technical test A technical test focuses on equipment or technology.  Examples of common technical 
tests include ensuring that a particular system can be recovered according to a plan, or 
that a solution that is provided by technology within a plan is fit-for purpose. 

 
 

Other Considerations 
 
You may need to consider: 
 

 Risk.  You may want to create a risk register for your rehearsals.  Risks may include potential for impact 
on normal business 
 

 Cost.  It‟s possible to run exercises on a shoestring budget but, generally speaking, the more complex 
the plan the more expensive it may be to rehearse it.  Remember your budget may or may not include 
external resource but it will definitely include the time of your internal participants and the resources you 
require 

 

 Impact on normal business.  You will need to consider any ways in which the exercise may have the 
potential to impact normal business.  You may usually be required to ensure normal business suffers no 
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negative impact as a result of a rehearsal; you may often be required to ensure that „normal business‟ 
doesn‟t even notice an exercise is in progress.  Occasionally you may need to do something that could 
impact the business: ensure you get complete and total sign off for this from every relevant party and 
authority before you go ahead! 
 

 Participants.  The population of your delegates will depend on the aims of the rehearsal.  Typically you 
would have a facilitator, a scribe/observer and those people who lead and/or enact the plan being 
rehearsed.  However you may also consider including members of other areas of the organisation, other 
teams/specialists within your organisation (e.g. IT, press office, HR), the local authority, emergency 
services, suppliers and customers – depending on the aims of the exercise 

 

 Endorsement.  It‟s easier to get engagement when it‟s clear that the top management are pro-actively 
supporting the business continuity planning effort 

 

 Reality Matters.  It‟s important to ensure exercises are realistic to ensure maximum engagement with 
the delegates.  There are occasions where „novelty rehearsals‟ (e.g. aliens have landed, Santa Claus 
has cause a white powder incident) might work, but this is extremely rare! 

 

 Aims. We‟ve mentioned this already, but it‟s worth saying again: if you don‟t have clear aims there is no 
point trying to create a rehearsal! 

 

 Complexity.  The scale and complexity of your exercise needs to be suitable for your plan.  It‟s often 
true that complex plans benefit from both complex and simple rehearsals, but there is often little point 
designing a complex rehearsal for a very simple plan 

 

 Reporting and Action Lists.  Every rehearsal should capture the actions agreed during the session or 
during the post-rehearsal review.  A post-exercise report is also a useful document and can also be used 
for audit purposes as well as to record what happened.  Ensure your facilitator has a good scribe present 
during the session to ensure this can happen with relative ease 
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Tips & Tools 

 
 
 

The following tips and templates are offered for guidance only.   
You should endeavour to amend those you may find useful to suit your organisation‟s individual needs. 
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Exercise Creation Checklist 
 
We‟ve found many individuals find it useful to have a checklist of items to consider while planning an 
exercise.  As it can be a reminder of questions you need to ask in order to plan the session, it‟s often useful 
to take a list of things you need to know to any planning meetings. 
 

Exercise Brief 

Plan(s) being rehearsed: e.g. Payroll recovery process plan 

Aims of the exercise: e.g. Technical test for the system but also to test 

the people involved know what to do and can do it in 

the required RTO.  Would also be good if the boss was 

more involved in the planning. 

Participants/delegates: e.g. Payroll team, 2x IT, outsourced payroll printing 

company 

Expectations of management: e.g. Full technical test, proof that outsource 

company is co-operative 

Type of exercise: e.g. Desktop / Rehearsal / Test 

Nature of exercise: e.g. Talk through / Walk through / Simulation / Unit 

Test / Full rehearsal /Technical test 

 

Is a scenario required? Yes / No 

Type of scenario: e.g. Incident Management / Lack of normal workplace / 

Loss of infrastructure / Lack of IT  or technical 

system / Lack of key personnel (or combination) 

 

Obtain copy of plan(s)     

Previous issues with this plan: e.g. Last time this was exercised it transpired no 

one except the plan holder knew it existed and the 

critical system wasn’t included anywhere in the plan. 

Date last updated: e.g. 30 December 1988 

Potential issues with plan: e.g. It’s very out of date; none of the current 

systems are mentioned; it’s hard to tell what the 

priorities are in this plan; very dense with words - 

less text and more checklists may be useful 

 

Other 

Risks accepted for this rehearsal: e.g. None 

Is budget required/available? e.g. None (my time only) 

Maximum acceptable impact on 
normal business? 

e.g. None.  Cannot affect normal business. 

 

Rehearsal Logistics 

Date / time: e.g. 31 December 2013 

Location: e.g. Payroll’s offsite location in Westmin 

Duration: e.g. 3 hours (including travel time during exercise) 

Content creator: e.g. Jan Phillips 

Exercise facilitator(s): e.g. Jan Phillips 

Exercise scribe(s): e.g. Andrew Cox (Payroll PA) 
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Post exercise report/action list 
author: 

e.g. Mark Michaels (Head of Payroll) 

 

Example of an Invitation to an Exercise 

 
It‟s usually best to get exercises into people‟s diaries as far in advance of an exercise as possible*.  Giving 
them plenty of notice, and asking them to bring an up-to-date copy of their business continuity plan also 
offers the opportunity for work to be done on the plan prior to the exercise. 
 
You will note that details of the scenario are not included in this sample invitation.  For a scenario-based 
rehearsal, it can be very not to tell delegates anything about the scenario unless you need them to do 
specific work in preparation for the exercise.  It is normal to tell them which plan(s) you are exercising in 
most cases. 
 
 
 
Dear name/group, 

 

Date:  Date 

Time:  Time 

Location: Location 

 

Please find attached a calendar request asking you to attend the business 

continuity exercise for [Plan X/Process Y.]  It’s been a year since your last 

exercise and [Name of Senior Manager] has asked me to ensure this gets in your 

diaries as soon as possible. 

 

The exercise will last no more than 3 hours.  Please could you bring an up-to-

date copy of your plan to the rehearsal**. 

 

Please let me know if you have any queries. 

 
 
 
*Unannounced exercises are the exception.  They often require very experienced managers to ensure they 
run smoothly, don‟t impact normal business nor cause genuine alarm, and don‟t alienate those asked to 
participate from the business continuity planning process 
 
** In case they don‟t bring a copy with them (which is very common) you may want to print out several copies 
of the relevant plan(s) so that they are available.  We like the trick of printing your copies on colored paper so 
that you can clearly see who has brought their own and who did not, without the delegates realizing you‟re 
noticing this information: this is seldom reported after the rehearsal but it is often useful to the facilitator who 
may find those who brought their own copies are more knowledgeable about the plan contents than those 
who did not. 

 
 
 
Example of a Post Exercise Action List 
 
A good rehearsal ensures that actions are captured and assigned, and then circulated 24 hours after the 
exercise.  Every 24-hour delay in circulating actions after this may reduce the number of actions completed 
overall.  Try not to allow more than three for actions to be delivered (unless they are exceptionally onerous) 
as short timelines often inspire action. 
 
The following simple format may work for you: 
 

Action Responsible Completion due: 

e.g.  Need to add section providing server 

locations of critical databases 
Susan Simpson 20 January 

2014 
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Post Exercise Report Template 
 
You may be able to use the documentation already in existence – e.g. from the brief and the action list - to 
populate much of your post-exercise report.   
 
A report is useful for management (if they will read it) and audit purposes; it‟s also useful to look back on 
prior to future updates or rehearsals. 
 
Outline of exercise 

 

Plan(s) being rehearsed: e.g. Payroll recovery process plan 

Aims of the exercise: e.g.  

(1) Technical test rehearsing restoration of system X 

at recovery site   

(2) Rehearse recovery team  

(3) Validate or challenge RTOs   

(4) Get head of department involved in planning  

Participants/delegates: e.g. Payroll team, 2x IT, outsourced payroll printing 

company 

Type of scenario: e.g. Lack of normal workplace / loss of critical 

system and data 

Outline: The scenario was that a fire had occurred in the 

building and some servers – including the one used by 

payroll – had been destroyed.  The payroll team were 

advised their normal building was likely to be 

unavailable for at least a week.  They therefore 

needed to activate their recovery location and 

simulate running the payroll from the backup site on 

the backup system. 

Cost of rehearsal: e.g. None 

Impact on normal business: e.g. None (as planned) 

Date / time: e.g. 31 December 2013 

Location: e.g. Payroll’s offsite location in Westmin 

Duration: e.g. 3 hours (including travel time during exercise) 

Content creator: e.g. Jan Phillips 

Exercise facilitator(s): e.g. Jan Phillips 

Exercise scribe(s): e.g. Andrew Cox (Payroll PA) 

Post exercise report/action list 
author: 

e.g. Mark Michaels (Head of Payroll) 

 

Were the aims of the exercise met? 

 

Aim 1   

Aim 2  
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Aim 3  

e.g. Validate or 

challenge RTOs   

 

Without additional funding the RTO will have to be 

amended.  It took the team more than double the 

expected time to relocate and was harder to activate 

the recovery location than usual due to changes at 

the site.  

Aim 3  

 

 
 
 
 
Other Issues 
 

Issue Action Generated? 

e.g.  It transpired IT have altered their plans and payroll 

was no longer listed as a priority for restoration.  Mark 

Michaels to follow this up. 

Yes 

   

  

 
Action List  

Action Responsible Completion due: 

e.g.  Liaison with Head of IT to ensure 

payroll appears at the top of IT’s priority 

list for restoration 

Mark Michaels 20 January 

2014 
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Exercise Timelines 
 
Good exercises require good planning.  Timing is especially important.  You will need to make sure there‟s 
enough time to do everything you need to do, keep the session as pacey as you feel is appropriate, but bear 
in mind that it‟s often impossible to tell exactly how long things will take given the interactive nature of the 
session. 
 
We therefore suggest you block out a timetable, but realise that you may have to flex some of the timings 
during the exercise if some things run over or under time.  Finishing an exercise exactly on time is usually 
expected, so it‟s important to have an excellent understanding of your timings so you can be flexible with 
them during the session. 
 
Your timeline will be unique to your exercise, but below we give an example of an original timeline, and one 
that got altered during an exercise to ensure the session finished on time.  This may provide ideas on how to 
approach this yourself. 
 

 
 

 
 

 
 
19 Top Tips For a Fantastic Exercise  
 
This article first appeared on the Continuity In Business website in 2011 and was republished by Continuity 
Central shortly thereafter:   
 
We‟re often asked for our top tips for running really good business continuity desktop exercises. 

Continuity In Business believes desktop exercises are instrumental in getting staff and others involved in 
business continuity, especially if they‟re – dare we say it – interesting and fun for those taking part. 

We‟ve put together some top tips for running a great exercise.  Here are 19 ideas, in no particular order. 

  

 

http://www.continuityinbusiness.com/19-tips-for-fantastic-desktop-exercises/
http://www.continuityinbusiness.com/
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1. Plan your timeline backwards 

If you know when your exercise is going to happen, start with the date of the proposed rehearsal, and slot in 
everything you need to do, working in reverse chronological order.  It‟s easier to schedule everything this 
way. 

2. Remember your aims at all times 

Define the aims of the exercise before you start.  Is it to test a particular plan, raise general awareness, 
encourage engagement, or even to get the boss involved?  Many exercises have a number of aims.  Define 
the most important at the outset, so you can keep checking that what you‟re doing is going to meet them. 

3. Don’t insist there’s a plan to test 

Think you need a plan before you can hold an exercise?  We disagree.  Sometimes a good way to start the 
process is to hold an exercise, especially if you‟re trying to get engagement from a wider audience.  This 
comes back to thinking about your aims – what are you trying to get done? 

4. Choose the right creator 

If you‟re starting from scratch, this can be tricky. Ideally you‟re looking for someone who‟s very logical but 
also creative.  The logic ensures the aims are met and the plan is considered during the creation phase.   
The best exercises are built with a creative bent, to help make them interesting (and dare we say, fun!) for 
the participants.  This is more important than them understanding your business, if they know the right 
questions to ask. 

5. Choose the right facilitator  

We‟ve all been subjected to boring learning sessions, and a learning session is essentially what a business 
continuity exercise is.  Remember your worst teacher at school?  Or that conference seminar that went on 
for so long that you had to play hangman with your colleague?  A business continuity exercise by that person 
may mean your staff write off business continuity as the most boring thing ever, and that won‟t help you get 
the job done. 

Pick a good facilitator: someone who is happy to speak to a crowd, facilitate discussions, and who can 
control a room of people of different seniorities who will have opinions to air.  It‟s important to choose 
someone credible, cheerful, open to listening as well as speaking, and who can keep business continuity 
exercises to time.   It‟s also useful to make sure that, if your facilitator doesn‟t work for your company, there‟s 
someone who does who can help them with any questions that come up during the exercise that they may 
not be able to answer. 

6. Milk it! 

If you have an exercise in the diary, it‟s time to use that fact to your advantage!  Invite delegates several 
weeks before the exercise, and ask them to bring an up-to-date copy of their plan with them.  This 
maximizes the opportunity for them to review and update the plan before the exercise.  At the very least, 
they will glance through it to remember what it says.  (But consider having copies on standby for those who 
don‟t bring theirs with them!) 

During the exercise, spot the friendly and engaged people and encourage them as allies.  Remember people 
are far more likely to stay engaged with business continuity when they think it‟s important, interesting, and 
they like the people leading it.   Make that happen. 

After the exercise, thank those who came and those who helped, and make sure you follow up on anything 
you‟ve offered to do during the exercise (such as find out a particular piece of information).  It‟s never wrong 
to offer a genuine thank you, and people are more likely to help/participate again if you.  It‟s always good to 
deliver on your own actions promptly.  And don‟t forget to circulate the action list (see Tip 18!). 

7. Make sure it doesn’t affect normal business 

Have you heard the one about the exercise that affected normal business, so that customers believed 
something bad was really happening?  How about the one where a Director requested a lot of work to be 
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done and forgot to mention that he was in an exercise and didn‟t really need it to be done?  Or the one that 
was reported as fact in the organisation‟s incident log the next day?  We‟ve heard all of these! 

Don‟t let it happen. 

 Remind delegates at the start of the session that they need to pre-fix any interaction with anyone 
outside the room with the words, “I‟m taking part in an exercise and what I‟m going to tell you next 
isn‟t real. I‟d like to you tell me what would happen next if I asked you about the following.  Are you 
ready?”  If they get a positive answer they can go ahead, but they should make sure it‟s understood 
what they‟re saying isn‟t real! 

 Pin up notices outside the exercise room saying “Business Continuity Exercise in Progress: anything 
you hear in this room between [times] probably isn‟t real!”  Not only does it make sure everyone 
know its not real, but you just advertised business continuity to anyone passing by 

 Have a code word to end the exercise should anything REAL happen.  Make sure delegates know 
what it is at the outset.  Many companies follow the military example and use, “End Ex” 

 
8. Visuals, if possible, wherever possible 

If you have a choice between a page of text and a picture, which would you choose?  If you had a choice of 
a powerpoint presentation that was mostly pictures (with an engaging presenter), would you prefer that to 
slides full of text and the presenter reading it?  Most of us prefer pictures, and it‟s true they speak a thousand 
words. 

If you haven‟t got a great stock of pictures and you can‟t afford to buy stock from suppliers like istockphoto 
(it‟s cheaper than you think, especially if you‟re only using them internally) then try Microsoft Free Images 
and googling for free clip art.   And if you have a phone camera, start taking photographs of any sights you 
see that might be useful in future. 

9. Don’t tell delegates the scenario before it starts  

We don‟t know why this comes as a surprise to many, but we rarely tell delegates the scenario they‟re going 
to practice before the exercise actually starts.  Knowing what‟s coming up means they can prepare and that 
leaves you with less to learn from each other in the session.  The element of not knowing forces us to 
consider a multitude of scenarios when we look at our plans, and also helps us appreciate the urgency of 
being able to use our plans under time pressure. 

There are exceptions to this rule, of course.  You may occasionally want to tell specific people so they are 
ready for particular things, or because you need to know how they will react to properly write your exercise.  
However, where possible, not telling often adds to the learning.  

10. Get interaction from the outset 

Aim to get your delegates talking within the first 5 minutes of the session.  An exercise isn‟t a presentation.  
It‟s about getting those in the room to decide how to use and improve their continuity plans.  Include 
something at the very start of the session to encourage everyone to talk.  Ideally it wouldn‟t be anything 
pressurized.  If they don‟t know each other then introductions are a good idea, but ask them to include their 
favorite TV show or movie. 

Even better is to get them talking about something to do with business continuity.  A good exercise we‟ve 
used a lot is to show photographs of major incidents that have affected the company or area and asked the 
delegates to call out their guesses as to what happened.  It doesn‟t really matter what you do, so long as it‟s 
something that makes everyone realise you‟re interested in hearing from everyone in the room, without 
exception. 

Make all your delegates feel valued – and help them realise that all answers are welcomed, even if some 
work better than others! 

11. Keep the energy levels up 

We‟ve been known to use sugar for this!  No, seriously!  We‟ve been known to take boxes of candy into 
meetings and throw sweets to anyone contributing verbally.  It‟s a great tool to get people calling out 
answers and speaking up for themselves, especially if they‟re new to the activity, or just a little shy in front of 

http://www.istockphoto.com/
http://office.microsoft.com/en-us/images/
http://www.google.com/search?client=safari&rls=en&q=free+clip+art&ie=UTF-8&oe=UTF-8
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an audience.  And the sugar doesn‟t hurt your session keep up it‟s tempo.  But there are other ways that 
don‟t involve bribery!  We‟ve already talked about ensuring the session is interactive, but think about the 
pace of the session… Keep it pacey, don‟t let anyone get bored, and build in bathroom/coffee breaks if the 
session is more than 90 minutes long.  

12. Make it fun 

Remember what we said about pictures being more interesting that text?  In the same way, a fun session is 
more likely to be successful than an awful one.  “Fun” doesn‟t you don‟t have to be serious.  This is a serious 
business after all.   But if you can set a scene where people feel safe, understand they won‟t be judged by 
you, AND you verbally suggest you hope they have a little fun with the session, you‟re more likely to find they 
will. 

It‟s helpful if the most senior person in the room – if that‟s not you – encourages the participants to have a 
little fun with the exercise.  Having that person say they won‟t judge anyone and they hope no one will judge 
them, will allow everyone to try things.   After all, the aim is to improve the plans, and sometimes we need 
the freedom to make mistakes to do that.  It‟s far better to do things that don‟t work in an exercise than 
during a real incident. 

There‟s also a serious side to this, especially for incident management teams.  In our experience, teams that 
can have fun together are more likely to handle really difficult, prolonged incidents as a cohesive, mutually 
supportive group. 

13. Encourage friendly competition where you can 

For desktops, instead of one group, split your delegates into teams.  Get them to look at each part of the 
exercise within their own group and then feed back to the rest of the room.  If they‟re not sure about this, ask 
them to imagine everyone else is unavailable to make decisions (e.g. stuck in a storm, have flu, on holiday, 
etc. ) – if you say it with a firm smile, they‟ll usually enjoy this element.  This can achieve several things: 

 Different groups will take different approaches so everyone learns more 

 You have more control of the room when groups speak – one group is you verses them and its harder 
to control the conversation: allowing each group 3 minutes (for example) means you have perfect 
control of the discussion as everyone understands you need to move on from them 

 An element of friendly competition never hurts: friendly rivalry can produce some brilliant work 

 Quieter staff will be nudged to contribute more in smaller groups, and they often contribute ideas that 
haven‟t been heard before because, well, they‟re usually quieter! 

 The ideal group size is 5-10, but you can do it with more or less.  Ideally you don‟t want more than 3 or 
4 groups feeding back at each stage of your rehearsal (else it gets repetitive and long-winded) so, if 
you have more than this number, simply choose different groups to respond each time.  Ask those that 
don‟t speak to make notes to hand in at the end if their point isn‟t covered during the session. 

14. Keep it realistic 

It‟s sensible to ask your delegates to suspend their disbelief if you‟re running a scenario-based exercise.  It‟s 
useful to ask them to remember you‟re testing the plan, not the scenario.  You can also suggest that they 
make reasonable assumptions regarding any issues or holes they spot.  But none of this takes away from 
the fact that you should aim to make any scenario as realistic as possible. 

Asking your staff to pretend the country has been hit by bubonic plague simply isn‟t as likely to be as 
successful as pretending there‟s a flu pandemic.  Similarly, pretending all your data has gone missing when 
it‟s backed up in three places is not going to be as useful as pretending a virus corrupted the data and the 
backups.  It‟s just about applying a little common sense. 

That said, and going back to having a little fun, we once asked a team to come up with the worst-case 
scenario for them.  After a few minutes, they told us that it might be if a small but key supplier‟s staff lottery 
syndicate won and the key staff there left, and thus were lost to our team. So we ran a mini rehearsal where 
exactly that happened! The trick was to be clear that we were having a little fun with the scenario but there 
were a range of reasons why practicing losing that supplier might be helpful (e.g. if they went bust or were 
taken over, if key contacts left, if our company were no longer able to work with them, and so on). 
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15. Embarrass no one (in public) 

We‟ve never seen a case where embarrassing a participant was useful.  As a facilitator consider yourself a 
host and treat your delegates with the same respect you‟d treat a guest in a hotel for which you worked.  
They aren‟t always right but their opinion is going to be the one that resonates in the room when they speak 
and you need to respect it. 

Remember delegates may be more nervous than they seem.  If they don‟t know the exercise content before 
they arrive at the session, they might be feeling a little vulnerable about their plan and their capabilities.  
Remember you want to make friends (see Tip 6) even with the difficult people. 

We do have some extra tips for managing behaviour that doesn‟t help you during the session.  For example: 

 There‟s nothing wrong with gently correcting information that you are 100% certain is wrong.  We‟ve 
used, “Oh I think that works differently now, I believe the way it‟s done is xxx”.  Take a tip from media 
interviewers and minimise the possibility for them to come back to you by simply moving on to the 
next point without pausing.  Of course, smile and be polite! 

 If someone senior says something obviously wrong, “I‟m not sure I completely understood that, 
would you mind explaining again” may help see what they‟ve said is wrong, and will give others in 
the room the chance to notice you‟ve picked it up too. 

 Two stock phrases we find useful are: “Wow, I‟ve been doing this for ages and I‟ve never heard that 
before,” and “Would you mind awfully if I thought about [or double checked] that and came back to 
you after the session?”  They can be graceful ways to indicate you‟re not on board with their opinion 
but you‟re respecting it whilst reserving the right to come back to the point. 

 Don‟t feel you have to solve everything in the session, and don‟t back yourself into a corner unless 
you‟re 101% you are right and you‟re able to find a way say so without embarrassing anyone. 

 If someone is really being disruptive, and you think it‟s best to chat to them, wait until others are 
engaged so you can quietly come alongside them.  You can try asking if you‟ve done anything to 
offend them (which is may be more likely to result in them insisting you haven‟t and becoming co-
operative than if you ask directly whether there‟s a problem!). 

If they are very disruptive you could offer them the option of leaving, “I see you‟re really busy and that may 
not be helpful to the others, would you like to step outside and deal with it properly?”  We‟ve only used this 
very occasionally, but it‟s your session and you‟re in charge, so it‟s a perfectly reasonable request.  You may 
even find they come back a few minutes later with no further distractions. 

Remember to stay polite and smile; other people may be having a difficult day and you‟re not going to 
achieve your aims any better by contributing to that. 

16. Get or nominate a scribe to take notes 

You can‟t do a great job as a facilitator if you‟re also trying to take notes.  We‟ve tried it and it‟s never 
worked! 

Line up someone to take lots notes for the session.  If that‟s not possible, then simply ask for a volunteer at 
the start.  Unless you have good reason to take proper minutes, you can ask the scribe to concentrate on 
noting „action points‟.  A good action point explains what needs to be done, so that anyone reading it after 
the session will understand what needs to happen with that point. 

If you know you‟re going to have a particularly busy period of actions being noted, warn your scribe when it‟s 
going to happen (see Tip 19!). You might also remind the participants that X is taking notes so you might ask 
them to slow down so the scribe may catch up! 

17.   Assigned actions out with 24 hours 

There is a definite correlation between the length of time it takes to distribute an action list and the number of 
actions that get completed.  Action lists sent out within 24 hours with clear instructions, each of which is 
assigned to a named person with a due date for completion, have the highest success rate.  And because 
the action list was sent out efficiently it encourages everyone to take the action list seriously.  We reckon that 
for every 24 hours later than this that your list goes out, around 15-20% fewer actions will be completed.   If 
that sounds like a bold assertion, give it a try and see for yourself! 
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Model the behaviour you expect from others.  If your work is late, vague or unclear, you might well expect 
the returns to be the same.  The reverse is also true… 

18.    Learn from everyone: even the horror stories 

As facilitators we‟ve never been to an exercise where we‟ve not learned at least one new thing.  It‟s 
important to take new information and ideas on board.  You never know when they might come in useful.  
Also, in the spirit of modeling behaviour (see Tip 17) remember that if you expect participants to listen, 
exercise and learn, you need to do the same! 

Horror stories are also a great resource too.  For example we love the (true) story of the business continuity 
planner who hid a box in an office and then held a „surprise‟ exercise where he told everyone there was a 
suspect package in the building and they needed to find it… without telling them it was an exercise “to test 
how they‟d really manage it.”  Of course, not only did people refuse to stay in the building to search for the 
package but one of them actually called the police when they realised they hadn‟t already been contacted.  
(The scariest thing is that you‟ve probably heard of this company!) 

When the day comes that we think we‟ve learned all we need to know, we‟ll turn our website off and hand 
the mantle over to someone else!  

19.    One thing you’ve learned 

Our favorite tool and secret weapon… We always end an interactive session by going round the room and 
asking each delegate to call out one thing they‟ve learned.  (If your group is huge you may have to resort to 
one per table.)   The rule is that no one can repeat a point that someone else has made.  By telling people at 
the beginning of the session that you are going to do this at the end, they can make notes of things they 
might say during the exercise. 

This is a brilliant tool that we created by accident one day when we finished an exercise a few minutes early.  
It achieves several things: 

 It reminds everyone they did learn something – and so did everyone else 

 The last memory of the session will be that the session was very worthwhile 

 Many of the „learnings‟ will actually be action points that need to be captured with the speakers name 
assigned to it!  For example, “I need to update my contact lists,” “I need to work out how to contact our 
key supplier when their free phone number is down,” “I need to redraft the section on X” and so on. 

 Warn your scribe this is going to be a busy part of the session for them! 

If you‟ve got more thoughts or tips to share, please click HERE to comment on the website. 

If you found these useful, subscribe for updates, check out our other resource articles and 
our downloadable business continuity exercises. 
 

 

 

 

 

 

 

 

 

 

http://www.continuityinbusiness.com/19-tips-for-fantastic-desktop-exercises
http://www.continuityinbusiness.com/category/resource-articles/bcm-tools/
http://www.continuityinbusiness.com/business-continuity-exercises/
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15 Basic Scenario Ideas 

 
We‟ve said it before and we‟ll say it again, you should not decide your scenario before you understand the 
aims of your exercise (unless the aim is to test a specific scenario)! 
 
You will notice we group the types of scenario under the headings of „lack of‟. This is very deliberate as plans 
should be flexible enough to deal with a number of reasons why, for example, a building is unavailable.  
Often the reason it is unavailable is irrelevant to the action that must be taken.   
 
It‟s often useful to explain this to participants at some point during an exercise.   We have used the sentence: 
“This scenario was basically a „lack of X‟ scenario and there are many other reasons we might have lost X; 
so you may find it useful not to try to tailor your plans specifically for this scenario, but rather for lack of X.” 
 
 

Lack of 

Building 

Lack of 
Infrastructure 

Lack of 
Technology 

Lack of 

Key People 

Lack 

of Supplier 

Power outage Water outage Telecoms failure Pandemic Flu Supplier goes bust 

Fire Heating outage Network failure Competitor moves 
to area and 
poaches staff 

Supplier suffers 
own supply chain 
failure 

Flood Power outage Power outage Working from 
recovery location 
with minimal space 

Supplier‟s 
technology network 
fails 

 
 

 
Resources for Exercises 
 
Exercising business continuity plans can be a brilliant way to get lots of engagement, raise awareness, and 
involve people in business continuity planning in a positive way, as well as a way to test and rehearse plans 
to check they are fit-for-purpose. 
 
With a lot of logic and little creativity and a decent amount of time, we have no doubt you can create your 
own exercises. 
 
When you need a little help there are lots of options: 

 Hire in a consultant 

 Find a local authority who is prepared to share exercises or offer advice 

 Speak to contacts in the industry 

 Use web based resources 
 
Don‟t forget there are more resources on the Continuity In Business website too: 

 Check out our business continuity exercise page.  Click the link or copy the following address into 
your web browser: http://www.continuityinbusiness.com/business-continuity-exercises) 

 
If you need further face-to-face assistance, we also are sometimes able to help you find a consultant or local 
firm to assist, particularly if you live in the UK or Australia – why not drop us an email?  
 
E-mail: mail@continuityinbusiness.com 

 

  

http://www.continuityinbusiness.com/business-continuity-exercises/
mailto:mail@continuityinbusiness.com
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GLOSSARY 
  

Alternative Site A site available to continue critical business during a disruption 

Backup A process to ensure that if something is lost, an undamaged copy is 
available from another source 

Backup location A site available to continue critical business during a disruption 

BCP Business Continuity Plan  

BIA Business Impact Analysis 

BS25999 The British Standard for Business Continuity Management 

Business Continuity Plan Plan explaining what to do in case of business interruption 

Business Continuity Rehearsal Exercising a business continuity plan or group of plans 

Business Impact Analysis The first step in business continuity planning: understanding the business 
critical activities 

Cold Site A site available to continue critical business during a disruption. May 
require some effort to make it ready to use 

Desktop An activity that reviews a plan – with or without a scenario – without any 
physical enactment of the plan.   

End-to-end test An end to end test typically seeks to check that a complete process within 
an organisation is covered, often within multiple plans that may need to 
work together to achieve the process.  Sometimes this includes supplier 
or customer plans, as well as internal plans. 

Full rehearsal A thorough practice that often involves multiple plans, multiple teams and 
end-to-end tests. 

Hot Site A site available to continue critical business during a disruption.   
Immediately available and with all required resources 

Incident Management 
Rehearsal 

Exercising an incident management plan 

Maximum Tolerable Period of 
Disruption 

The maximum length of time before you have to start doing something 
again (even if it‟s at a lesser level than usual) 

MTPD Maximum Tolerable Period of Disruption  

Plan Review 

 

A meeting of two or more people, which includes a review to identify 
updates and amendments required 

Desk Check A meeting of two or more people, which includes a review to identify 
updates and amendments required 

Reciprocal arrangement An arrangement whereby you are offered facilities in case of disruption in 
return for offering those providing the facilities the same deal in return. 

Recovery location A site available to continue critical business during a disruption 

Recovery Time Objective The duration of time in which you plan to recover an activity.  This may be 
significantly less than your MTPD. 

Rehearsal This is an activity to practice the content of a plan 

Remote Working The ability to continue working from an alternative location that is not 
supplied by the organisartion 

Round Table Review A meeting of two or more people, which includes a review to identify 
updates and amendments required.  
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RTO Recovery Time Objective 

Scenario-based rehearsal An exercise where a story is told so that participants are able to pretend 
they are responding to a particular set of circumstances.  

Service Level Agreement (SLA) Agreements that state how long a party has to restore a service, and to 
what specification.  Commonly part of an IT contract. 
 

Simulation A simulation is a controlled exercise that uses the plan to simulate a 
response to a given situation.   

 

Supply chain resilience Ensuring those in your supply chain employ good continuity and 
alternative suppliers are available to you if/when necessary 

 

Technical test A technical test focuses on equipment or technology.  Examples of 
common technical tests include ensuring that a particular system can be 
recovered according to a plan, or that a solution that is provided by 
technology within a plan is fit-for purpose. 

Technology failover Having two systems that can do the same thing and are set up so that 
one will „failover‟ to the other should there be any issues 
 

Test A test is a type of exercise that can be passed or failed, for example, if a 
technical recovery plan can be enacted in practice, if an RTO can be 
achieved or not. 

Unit Test Typically this isolates an area of a plan, or a single plan, and ensures that 
this element of the plan is fit-for-purpose.  It often follows a script. 

Version Control This is how you manage the document: it ensure the right people own the 
process and everyone knows which document is the most recent  

Walk through A walk through can be similar to a talk through but take things one stage 
further.  In our experience of walk through exercises, typically the 
delegates hold copies of the plan and literally walk to the areas where 
they‟d be undertaking the activity in the plan, explaining to others what 
they would be doing in a very controlled fashion.   

Warm Site A site available to continue critical business during a disruption.  Available 
almost immediately with most/all of required resources 
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COURSE FEEDBACK FORM 

 
 
We love producing really useful business continuity resources.  We do our best to ensure they’re 
easy-to-use and produce great results in return for minimal effort on your part.   
 
Every experience is different and we’d like to learn from yours.  We’d be grateful if you’d 
complete this feedback form and email it to mail@ContinuityInBusiness.com.   
 
Copying and pasting it into your email is fine! 

 
 

OVERALL 
 
Which resources did you use? 
 

YES/NO Module 1: Business Continuity Lifecycle 
YES/NO Module 2: Business Impact Analysis 
YES/NO Module 3: Business Continuity Strategies 
YES/NO Module 4: Business Continuity Plans 
YES/NO Module 5: Exercise, Review & Maintain 

When did you use it (month/year)? 
 

 
…………….  Month(s)    …………….  Year  

Out of 5 stars, please rate this resource for 
usefulness (5 Stars is the highest):  
 

 
…………….  Stars     

 
 

DETAIL 
 
What about this resource worked well 
for you? 
 

 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
 

What would you do differently next 
time? 
 

 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
 

How could we improve this resource? 
 

 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
…………………………………………….…………………………. 
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YOUR DETAILS 
WE WILL NOT SHARE THESE DETAILS UNLESS YOU GIVE US EXPLICIT PERMISSION BELOW 

 
Your name: 
 

 
………………………………………………….…………………… 

Your email:  
………………………………………………….…………………… 

Your country:   
………………………………………………….…………………… 

Your organisation: 
 

 
………………………………………………….…………………… 

Your organisation’s website:  
………………………………………………….…………………… 

 
 
USING YOUR FEEDBACK 
 
Occasionally we like to use your feedback.  If we may do so, please tell us how we may attribute 
your comments 
 
You may use my: 
 
Initials (e.g. C.N.) Yes / No 
Country Yes / No 
Full Name                                   Yes / No 
Organisation                      Yes / No 
Website           Yes / No 
 
 
ANYTHING ELSE YOU’D LIKE TO TELL US?  
 
Use as much space as you like: …………………..……………………………………………………………… 
……………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………………………… 
 
Thank you for taking the time to complete this and send it to mail@ContinuityInBusiness.com 
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WHAT NEXT? 
 
 

1. We‟d be very grateful if you‟d complete our feedback form  
 

2. Check out our resources to help you do your own business continuity exercises (click the link or 
copy this into your web browser: http://www.continuityinbusiness.com/business-continuity-
exercises/). 

 
3. Remember there are five modules in the “Easy Guide” series.  Each one forms a module of an 

overall course in business continuity for busy planners: 
 

 

 Module 1 The Easy Guide to the Continuity Lifecycle 

 Module 2: The Easy Guide to Business Impact Analysis: A complete booklet of advice 

including tips and templates. 

 Module 3: The Easy Guide to Business Continuity Strategies: A complete booklet of 
advice including tips from professional business continuity managers. 

 Module 4: The Easy Guide to Drafting a Continuity Plan: A complete booklet of advice 

including tips and templates. 

 Module 5: The Easy Guide to Business Continuity Exercises: A complete booklet of advice 
including tips from professional business continuity managers. 

 

 

 
 

 
 
 

Visit the Continuity In Business website. 
 

Follow ContinuityInBiz on  
 

Send feedback to Continuity In Business 
 
 

 

  

mailto:http://www.continuityinbusiness.com/business-continuity-exercises/
ww.ContinuityInBusiness.com
http://twitter.com/#!/ContinuityInBiz
http://www.continuityinbusiness.com/continuity-in-business/contact-us/
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LICENCE / DISCLAIMER 
 
Document means all documents contained within our website. 

Document Licence This Licence governs your use of these Documents and templates from Continuity In 
Business. You may use the Document for the sole purpose of business continuity planning within your own 
organisation; you are prohibited from dealing or using the Documents otherwise and/or for any direct 
commercial gain. By using the Documents, you accept the terms of this Document licence (the "Licence") in 
full. 
  
Intellectual property rights Continuity In Business asserts its moral and intellectual property rights to the 
Documents. Your use of the Documents, including any variations thereof, does not impart any legal rights 
and/or ownership to you. Subject to the licence below, all our rights are reserved. 
  
Licence to use Documents You may view, download, print, copy, adapt, and amend the templates within 
the Documents subject to the restrictions below. You may not republish the Documents, or publish 
derivatives of the Documents. You have no rights to distribute the Documents or derivatives or license them 
to others. 
  
Limitations of warranties and liability Continuity In Business is not liable in respect of the manner in which 
the Documents are used, amended and/or adapted by you. Continuity In Business do not warrant that the 
Documents are comprehensive, accurate, continually available and/or that the same are kept up-to-date. 
Continuity In Business shall use reasonable endeavors to provide Documents which conform to current 
professional advice. Save as prohibited by Statute Continuity In Business exclude all representations, 
warranties and conditions (including, without limitation, the conditions implied by law of satisfactory quality, 
fitness for purpose and the use of reasonable care and skill) relating to the Documents.   Continuity In 
Business are not be liable for any direct, indirect or consequential loss or damage arising under this Licence 
or in connection with the Documents, whether arising in tort, contract, or otherwise - including, without 
limitation, any loss of profit, contracts, business, goodwill, data, income, revenue or anticipated savings. All 
Documents are provided on an "as is" basis and you assume total responsibility and risk for your use of our 
Documents. 
  
Variation Continuity In Business may revise this Licence from time-to-time. Variations to this Licence will 
apply to the use of the Documents downloaded from this website from on or after the publication date of the 
varied Licence upon this website. It is your responsibility to adhere to and be aware of any Variations. 
Continuity In Business will not inform you of any variations to the Licence and/or the Documents.   
                        
Law and jurisdiction This Licence will be governed by and construed in accordance with UK law, and any 
disputes relating to this Licence shall be subject to the exclusive jurisdiction of the High Court in London. In 
the event of any dispute arising from the use of the Documents and/or the contract of should be raised with 
the Managing Director of service with Continuity In Business, prior to any proceedings being issued. 

 
 

 

 


