Critical Business Function No. _____  –Restore Agency Functions – (Administrative Services 1-week CBF)
Scenario A (statewide or city emergency affecting the office)

A Governor-declared state of emergency (ORS 401.055), in which the City of Portland/State of Oregon are adversely affected as a result of widespread utility failure, natural disaster, or other significant disturbance. 

Scenario B (office or building only)
In the event of a contained disaster or local interruption of service which is not widespread enough for the Governor to declare a state of emergency.
	Step 1 – 
	Begin basic office restoration

	Step 2 – 
	Establish departmental priorities for restoration

	Step 3 –
	Develop restoration timeline

	Step 4 –
	Coordinate restoration efforts with search for new work site(s) if necessary.  

	Step 5 –
	Continue with restoration


Recovery Steps - Detail
For each step listed in the summary list, you will now provide all the details necessary to carry out that step.

	Step Number
	Step
	Step Detail
	Additional Resources Required:
	Responsibility 
	Date Completed  & Initials:

	1.
	Basic restoration
	2-day CBFs evaluated; begin groundwork to return full office functions:  telephone/data connections to work site(s), sufficient computers, back-up data retrieval, contact with DAS established, payroll and personnel issues addressed, contact established with vendors & suppliers.  
	Telephone, computer, DAS/ BME / HPP & Crown Plaza contacts, portable office(s)
	AED, HR / Payroll Mgr, Sprvsg Acct, Sr. DB Developer, Admin Assistant
	

	2.
	Establish department restoration priorities
	Talk to department managers/designees to determine department-specific needs for restoration
	Telephone, computer, DAS/ BME / HPP contacts, portable office(s)
	AED, HR / Payroll Mgr, Sprvsg Acct, Sr. DB Developer, Admin Assistant
	

	3.
	Develop restoration timeline
	Estimate timeline taking into account the 2-day and 1-week CBFs, as well as factors relating to work site repairs/relocation, telecommunications, payroll & personnel, and Admin Services support of other departments.
	Telephone, computer, DAS/ BME / HPP & Crown Plaza contacts, portable office(s)
	AED, HR / Payroll Mgr, Sprvsg Acct, Sr. DB Developer, Admin Assistant
	

	4.
	Coordinate the restoration with property search
	If necessary, establish supply lines and vendor connections so designated staff can continue basic restoration while selected staff look for appropriate permanent work site(s).
	Telephone, computer, DAS/ BME / HPP & Crown Plaza contacts, portable office(s)
	AED, HR / Payroll Mgr, Sprvsg Acct, Admin Assistant
	

	5.
	Continue with restoration
	Using timeline, continue restoration and complete priorities.  Adjust timeline as new information is received.
	Telephone, computer, DAS/ BME / HPP & Crown Plaza contacts, portable office(s)
	AED, HR / Payroll Mgr, Sprvsg Acct, Sr. DB Developer, Admin Assistant
	


