Sample Contingency Plan

Who, What, Why?

1. Overview of plan

1.1. Introduction

1.2. Assumptions

1.3. Types of emergencies addressed by plan

1.4. Ownership of plan

1.5. Plan updates & revisions

Immediate actions to take?

2. Responding 

2.1. Notification and activation

2.2. Resources and communication structure

2.3. Location and backup location 

2.4. Emergency response procedures

2.4.1. Sheltering

2.4.2. Evacuation
2.5. Failure assessments and responses

2.6. Other available resources

Are we done?

3. Restoration

3.1. Deactivation 

3.2. Returning to life as usual

3.3. Rebuilding supplies and resources

What else would be nice to know (QUICKLY)?

4. Appendices / Reference and General Information

4.1. Key people and contact numbers

4.2. Resource contact numbers

4.3. Checklists

4.4. Interaction methods

4.5. Prioritization of needs

4.6. Other as appropriate
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