
 

Continuity of Operations Planning: A Step-by-Step Guide 

 

 
Step 1 

1. Each College and Administrative Unit should assign a key staff member and at least one backup to 

be responsible for completing the College or Unit’s plan. Similarly, each department under a College 

or Administrative Unit should assign a key staff member and at least one backup to be responsible 

for completing the department’s plan.   

 

2. Consulting with the 
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