
Business Continuity Roles and 

Responsibilities 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Subject: Roles and Responsibilities in Business Continuity Planning 

Dear [Recipient Name], 

This letter outlines the roles and responsibilities associated with our Business Continuity 

Planning (BCP) initiatives to ensure we are prepared for potential disruptions. 

1. Business Continuity Coordinator 

The Business Continuity Coordinator is responsible for overseeing and managing the BCP 

process, including: 

• Developing and maintaining the Business Continuity Plan 

• Coordinating training and awareness programs 

• Conducting regular updates and testing of the BCP 

2. Department Heads 

Each Department Head is responsible for: 

• Identifying critical functions and resources within their department 

• Ensuring staff are trained on their respective roles in the BCP 

• Participating in BCP exercises and review sessions 

3. IT Support Team 

The IT Support Team is responsible for: 

• Ensuring data backups and recovery processes are in place 

• Supporting the implementation of technology solutions for continuity 

• Assessing and mitigating technology-related risks 

4. All Employees 



All employees will: 

• Be aware of the Business Continuity Plan 

• Understand their roles in case of a business disruption 

• Participate in drills and training as required 

Please feel free to reach out if you have any questions or require further clarification. 

Best regards, 

[Insert Sender Name] 

[Insert Sender Title] 

[Insert Company Name] 


