
Business Continuity Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are committed to ensuring the continuity of our business operations in the event of 

unforeseen disruptions. This letter serves as an introduction to our Business Continuity Plan 

(BCP), which outlines our strategies and procedures to maintain essential functions during a 

crisis. 

Overview of the Business Continuity Plan 

The BCP includes the following key components: 

• Risk Assessment 

• Business Impact Analysis 

• Response Strategies 

• Communication Plan 

• Recovery Teams and Responsibilities 

We believe that preparedness is vital to safeguard our business and stakeholders. The full plan is 

available for review, and we encourage feedback from all team members to enhance our 

approaches. 

Thank you for your attention to this crucial matter. Together, we can ensure the resilience of our 

operations. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


