
Letter Template for Review and Update 

Process of Business Continuity Plan 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Review and Update Process for Business Continuity 

Plan 

Dear [Recipient's Name], 

As part of our commitment to maintaining a robust Business Continuity Plan (BCP), we are 

initiating a regular review and update process. This letter outlines the steps and schedule for the 

upcoming review, ensuring our plan remains effective and aligned with our current operations 

and risk landscape. 

Review Schedule 

• Quarterly reviews to assess changes in personnel, processes, and technology. 



• Annual comprehensive updates to reflect new business objectives and compliance 

requirements. 

Process Steps 

1. Identify key stakeholders for the review process. 

2. Gather and analyze data regarding recent incidents and changes. 

3. Update the BCP document to incorporate feedback and new information. 

4. Distribute the revised BCP to all relevant personnel. 

5. Schedule training sessions to ensure understanding of the updated plan. 

Your collaboration and input during this review process are crucial. We invite you to provide any 

suggestions or concerns regarding our current BCP. Please feel free to reach out to me directly at 

[Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


