FORM M: COOP Crosswalk (1 of 4)

	Criteria
	YES
	NO
	N/A
	Comments

	PURPOSE

	Plan includes statement why COOP is important to the organization
	[bookmark: Check1]|_|
	|_|
	|_|
	[bookmark: Text2]     

	SCOPE

	Provides for capability to perform essential functions within 12 hours for up to 30 days
	|_|
	|_|
	|_|
	     

	Provides for three-scenario approach to COOP planning
	|_|
	|_|
	|_|
	     

	Addresses the three phases of COOP: Activation & relocation; alternate facility operation; return to normal operations
	|_|
	|_|
	|_|
	     

	OBJECTIVES

	Defines specific objectives to direct & guide appropriate continuity actions
	|_|
	|_|
	|_|
	     

	SITUATION and ASSUMPTIONS

	COOP specifically states planning assumptions
	|_|
	|_|
	|_|
	     

	HAZARD VULNERABILITY ANALYSIS

	Plan includes a documented Hazard Vulnerability analysis
	|_|
	|_|
	|_|
	     

	CONCEPT OF OPERATIONS

	Plan includes a concept of operations that provides an overview of how plan will be implemented
	|_|
	|_|
	|_|
	     

	Documents the use of systematic work task, functions & operations in development of essential functions
	|_|
	|_|
	|_|
	     

	Documents the prioritization of work task, functions & operations in development of essential functions
	|_|
	|_|
	|_|
	     

	Documents the consequences of lack of performance and time criticality to perform work tasks, functions & operations
	|_|
	|_|
	|_|
	     

	Documents resource requirements & provides for pre-positioned resources necessary to perform essential functions
	|_|
	|_|
	|_|
	     

	Encourages personal preparedness for essential and non-essential staff and their families
	|_|
	|_|
	|_|
	     





FORM M: COOP Crosswalk (2 of 4)

	Criteria
	YES
	NO
	N/A
	Comments

	Plan includes a roster of fully equipped & trained personnel to perform essential functions
	|_|
	|_|
	|_|
	     

	Contains procedures to contact and/or provide information to non-essential staff
	|_|
	|_|
	|_|
	     

	Provides for personnel accountability of essential and non-essential staff throughout the duration of the emergency
	|_|
	|_|
	|_|
	     

	Provides for continued support of telecommunication and information technology requirements
	|_|
	|_|
	|_|
	     

	Documents selection of an alternate site that satisfies identified requirements to perform essential functions
	|_|
	|_|
	|_|
	     

	Documents that a site vulnerability analysis was conducted on the alternate facility
	|_|
	|_|
	|_|
	     

	Provides for security and access control of primary and alternate facility throughout the emergency
	|_|
	|_|
	|_|
	     

	Provides for specific actions to transfer operations back to primary facility
	|_|
	|_|
	|_|
	     

	IMPLEMENTATION

	Provides for an executive decision process to determine activation of COOP
	|_|
	|_|
	|_|
	     

	Provides for the development of an incident action plan based on the nature of the incident and assessment of the facility
	|_|
	|_|
	|_|
	     

	Plan utilizes Incident Command System (ICS) processes and procedures
	|_|
	|_|
	|_|
	     

	ACTIVATION AND RELOCATION

	Plan provides specific criteria & activation checklists to decide whether to activate the plan
	|_|
	|_|
	|_|
	     

	Plan provides alert & notification procedures for key staff, contingency teams, non-essential personnel & critical customers
	|_|
	|_|
	|_|
	     

	Provides transportation procedures to address transfer of personnel, records & equipment
	|_|
	|_|
	|_|
	     



FORM M: COOP Crosswalk (3 of 4)

	Criteria
	YES
	NO
	N/A
	Comments

	Plan provides for minimum standards of communication & direction/control during activation of alternate site
	|_|
	|_|
	|_|
	     

	Provides for complete site-support procedures (staff, records & equipment) for activating alternate facility
	|_|
	|_|
	|_|
	     

	Provides specific procedures for execution of essential functions
	|_|
	|_|
	|_|
	     

	Assigns responsibilities for key staff to perform essential functions
	|_|
	|_|
	|_|
	     

	TERMINATION/RETURN TO NORMAL OPERATIONS

	Provides for immediate preparations to transfer back to primary facility
	|_|
	|_|
	|_|
	     

	Contains termination procedures to ensure transfer of functions, vital records & databases to primary facility
	|_|
	|_|
	|_|
	     

	Provides for the creation of an after-action report to identify and correct deficiencies
	|_|
	|_|
	|_|
	     

	VITAL RECORDS AND DATA SYSTEMS

	Documents the identification of vital records and data systems necessary to perform essential functions
	|_|
	|_|
	|_|
	     

	Provides for the protection of vital records and data systems at the primary facility
	|_|
	|_|
	|_|
	     

	Provides for the availability/recovery of vital records and data systems at the alternate facility
	|_|
	|_|
	|_|
	     

	INTEROPERABLE COMMUNICATIONS

	Provides for the identification, protection availability & redundancy of critical communications systems
	|_|
	|_|
	|_|
	     

	Provides for the reestablishment of communications to staff, appropriate agencies and customers
	|_|
	|_|
	|_|
	     







FORM M: COOP Crosswalk (4 of 4)

	Criteria
	YES
	NO
	N/A
	Comments

	CONTINUITY OF GOVERNMENT

	Plan provides for the pre-delegation of authority for making policy determinations & decisions at all organizational levels
	|_|
	|_|
	|_|
	     

	Defines limitations, accountability & termination of authorities
	|_|
	|_|
	|_|
	     

	Establishes and maintains orders of succession for all key positions to ensure ability to perform essential functions
	|_|
	|_|
	|_|
	     

	Delineates order of succession by position or title, not names
	|_|
	|_|
	|_|
	     

	ORGANIZATION AND RESPONSIBILITIES

	Identifies responsibilities of individuals, teams and organizations involved in the COOP
	|_|
	|_|
	|_|
	     

	Plan identifies emergency coordinating officer/response team chief for each continuity team
	|_|
	|_|
	|_|
	     

	ADMINISTRATION AND LOGISTICS

	Plan addresses pay status, leave, travel status & related personnel support issues
	|_|
	|_|
	|_|
	     

	MEMORANDUMS OF UNDERSTANDING AND/OR AGREEMENT

	Documents the establishment of written agreements with other agencies/jurisdictions to obtain facilities and resources
	|_|
	|_|
	|_|
	     

	AUTHORITIES AND REFERENCES

	Documents basic authorities for actions & delegations outlined in plan 
	|_|
	|_|
	|_|
	     

	TRAINING AND EXERCISES

	Requires individual/team training of COOP staff to implement plan and carry out essential functions
	|_|
	|_|
	|_|
	     

	Provides for routine testing & exercises of various types and scopes to demonstrate viability & improve capability
	|_|
	|_|
	|_|
	     

	PLAN MAINTENANCE

	Provides for periodic update/revision of plan based on training/exercise program and changes to the organization
	|_|
	|_|
	|_|
	     




