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"Be Prepared...the meaning of the motto is that a scout must prepare himself by previous
thinking out and practicing how to act on any accident or emergency so that he is never
taken by surprise." - Robert Baden-Powell

"It won't happen to me." Have you ever stopped to think about how many business owners have made
that statement or thought something similar? The simple truth is we never think a natural disaster or other
business interrupting event will affect us, even though we often see proof, nearly every week, that these
business interruptions do happen. Think of hurricane Katrina and Sandy or recent protests that caused
businesses to close swiftly. In 2013, Boulder County Colorado had to evacuate entire towns due to
unpredicted flooding.

An entire town was asked to evacuate.

Take a moment and let that sink in... an entire town!

Now, put yourself in the place of the business owners in that town. By the time the evacuation order
came, it was too late to try and pull information together, save important files, or back up computer files
because at that point, you are more concerned about family and employee safety than a few pieces of
paper. After the crisis has run its course, imagine what it would be like to try and rebuild your business
after it was literally washed away.

Scenarios like this are all too real and occur every year. Even if your business isn’t in the direct path of
such an interruption, you might indirectly be impacted by its disruption on travel, employees, clients, and
your vendors. You owe it to your business to take that reality seriously. Hope for the best but prepare for
the worst.

Emergency Business Interruption Checklist

Preparing for an emergency business interruption is hard on a personal level, but as business owners
you have more complications to deal with than the average person. Preparedness and communication
with customers, employees, and vendors is often the key to surviving for an emergency business
interruption. Following are our tips on being prepared and keeping in communication during business
interruptions.

Offsite Computer Backup - You want to make sure that you have a full back up of your computer in

a safe and secure location. There are several cloud computing solutions that are available for this, such
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as Carbonite. In addition to having a full back up, it is important and not too late to create access to
information that your business will need in case you cannot conduct business from your office or business
location. If you do not have access to an external drive, consider using Drop Box or Google Drive. Both
have free accounts that will allow you to securely access important “must have” documents from
anywhere with an internet connection. Information that you might need quick access to include:

Copies of your calendar

Contact information for employees, vendors, and customers
e Insurance information

e Bank account numbers

e Allinformation under No Electricity below

e Password Log

No Electricity - You need to be prepared for a lack of electricity by printing off any documents and
contact information you will need. Helpful items for you and your employees to print off include:

e Your Calendar for the next two weeks
e Alist of contact information for:
o Employees (also obtain their personal emails if possible)
o Customers (your top level clients and any that you are scheduled to meet in the next two — three
weeks)
o Vendors
e Insurance Agent contact information
e Any pending orders
e Delivery tracking numbers for orders and schedules
o List for all employees of any accountabilities they have to clients including who and what has been
promised

Business Interruption Messages — During an emergency business interruption it is important for
your business to have a personal touch with your customers, employees, and vendors letting them know
that you are in an area that may be impacted. Consider releasing information to these groups by:

e Changing your voicemail and out of office email - communicate that you are in an area impacted
and provide directions on best ways to stay up to date with your company,
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Social media and email blast — As soon as possible send out a message letting your customers
and vendors know how this might impact them. Direct them on where to get more information on
your business operations as time passes, such as, “Please check out our Facebook page for
updates. We will update as the situation develops, and as electricity allows.” Make sure that you
include a link to the page you will be updating. During and after the interruption, you will want to
continue to send information as you can. Don’t put yourself in danger, but posting pictures and
updates as they occur is a good way to continue to keep your clients and vendors in the loop as
your situation unfolds.

Emergency Communication Groups - Communication is often difficult in the aftermath of an
emergency business interruption. Prepare ahead of time to let your employees, vendors, and customers
know the method you will use to communicate with them. Social media groups on Google or Facebook
can be a great way for people to get up-to-date information. Obviously, a lack of electricity can impact
this, but give people a place to go to get information when electricity is back up and running. If you don’t
have your employees set up in an emergency communication group consider setting one up now. We
have mentioned Google plus and Google groups, but at least consider getting personal emails of
employees.

Business Activity Guide - In the chaos of an emergency business interruption, even the most
organized businesses can have trouble getting tasks completed that, only days before, seemed
mundane. A business activity guide will bring structure back to the tasks of a position and in the process,
give your employees a road map to getting through a challenging time. In addition, during an emergency
it is very likely that not all of your employees will be able to make it back to work right away. Having
these guides will ensure that your business has an organized way to make sure that no balls are
dropped.

Remember, this checklist only scratches the surface of what is needed to be prepared for an emergency
business interruption, but is a great first step.
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