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Business Continuity Plan Training and Table Top Test

Phase II

1. Watch for small questions

2. Listen for parallel conversations
3. Note all changes

4. Note all suggestions

5. Leave room on notes for starting over again and then have several questions come up

6. Note all comments

7. Sense the understanding level

8. Can you read their eyes?

Maybe focus on only of few people

Go over the critique page

Critique, Comments, and Scoring Sheet for BCP Testing

Objective:  Evaluate the effectiveness, clarity, executability and completeness of Revenue’s BC/DR plan relative to continuing critical business functions in the event of a disaster.  Establish criteria to measure these characteristics during a test or exercise.
	Category
	Criteria

	Completeness
	Each step in the plan leads logically to the next (no steps missing)

Participants do not need to make assumptions that are not part of the plan

Needed information is in the plan (phone numbers, addressed, locations)

Dependencies are noted and addressed in the plan



	Clarity
	Participants understand the directions or steps given in the plan; no need for clarification from coordinator

Objectives for each section are clear

Plan organization is clear and logical; participants do not “get lost” in the plan

Diagrams, charts, graphs, tables are easy to understand

Responsibility for carrying out steps or actions in the plan is clear; no need to ask who is responsible for doing something

Participants know what is going on in other areas and what other people are doing if it is necessary for them to know

Plan is written in clear understandable English; grammar and spelling are correct

Layout and format (font, size, location on page, etc) is satisfactory



	Effectiveness
	Course of actions described in plan makes sense for the business

Course of action described in plan is feasible

Course of action described in plan is the best possible solution given the plan assumptions and circumstances

Recover Point Objective (RPO’s) are achievable



	Executability
	Plan has a clear starting point

Plan has a clear ending point

Plan is written such that there is a logical flow from beginning to end

There is a clear progression from one step to the next

Recovery Time Objective (RTO’s) are realistic
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