
Business Continuity Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

Subject: Business Continuity Plan Overview 

Dear [Recipient's Name], 

In light of our commitment to maintaining operational resilience, I am pleased to share with you 

our Business Continuity Plan (BCP). This document outlines our procedures for ensuring the 

continuity of critical business functions in the event of a disruption. 

Key Elements of the BCP 

• Risk Assessment: Identification of potential risks and their impact on our operations. 

• Recovery Strategies: Detailed actions designed to recover operations effectively. 

• Communication Plan: Guidelines for timely communication with stakeholders during a 

disruption. 

• Training and Testing: Regular training sessions and testing to ensure readiness. 

If you have any questions regarding the plan or would like to discuss it further, please do not 

hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


