
Business Continuity Plan Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Business Continuity Plan 

Dear [Recipient's Name], 

We have developed a Business Continuity Plan (BCP) to ensure that our organization can 

maintain essential operations during and after any disruptive event. This summary outlines the 

key components of the BCP. 

Objectives 

The primary objectives of this plan include: 

• Ensuring the safety of employees and stakeholders. 

• Minimizing disruption to critical business functions. 

• Facilitating timely recovery of operations. 

Risk Assessment 

We have identified potential risks, including natural disasters, cyber threats, and supply chain 

disruptions, and have evaluated their impact on our operations. 

Response Strategies 

Our response strategies encompass: 

• Emergency response team activation. 

• Communication plans for stakeholders. 

• Alternative work locations and remote operations. 

Training and Testing 

Regular training sessions and simulations will be conducted to ensure that all employees are 

familiar with the BCP and their roles within it. 



We appreciate your support in implementing this critical plan. Please contact me if you have any 

questions or require further details. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


