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[bookmark: _9xyctpcnfegq]1. Purpose
To ensure the continuous delivery of IT services to clients in the event of a disaster or unexpected disruption, and to provide a systematic approach to recover critical business functions.

[bookmark: _lhzj4fj0sxqq]2. Scope
This SOP applies to all employees, subcontractors, and stakeholders associated with the MSP's operations.

[bookmark: _5p52i6w1xnmk]3. Responsibility
The Business Continuity Management Team (BCMT) is responsible for the implementation, maintenance, and testing of this plan.

[bookmark: _grv26468bga]4. Definitions
· BCP: Business Continuity Plan
· BCMT: Business Continuity Management Team
· DR: Disaster Recovery
[bookmark: _mr0cos3byig6]5. Procedure
[bookmark: _ua45xsviknro]5.1 Initial Response
· Assess the situation and determine the severity and impact on operations.
· Notify the BCMT and activate the BCP if necessary.
[bookmark: _lxv3grr484em]5.2 Communication
· Inform employees about the situation and provide them with instructions.
· Notify clients of potential service interruptions and expected recovery timelines.
· Update stakeholders and ensure continuous communication until services are restored.
[bookmark: _yo90jbl6f7tb]5.3 Recovery Actions
· Implement the Disaster Recovery (DR) plan for data and infrastructure restoration.
· Relocate essential staff to an alternate work location if the primary site is not accessible.
· Deploy backup systems and services to ensure minimal service disruption to clients.
· Assess and procure necessary resources.
[bookmark: _nmlr8vr5s0d2]5.4 Returning to Normal Operations
· Confirm that the primary infrastructure and services are fully operational.
· Gradually migrate operations back to the primary site.
· Communicate to all stakeholders that operations have returned to normal.
· Conduct a debrief and review of the incident to identify lessons learned.
[bookmark: _cxu09ims26y8]5.5 Periodic Review & Training
· Review the BCP at least annually or after any significant incident.
· Conduct regular BCP training and drills for employees to ensure they are familiar with the plan and their respective roles.
· Update the plan based on feedback from drills, actual events, or changes in business operations.
[bookmark: _u2nqert88zy3]6. Documentation
· Document every incident, including response actions, challenges faced, and the duration of service disruption.
· Maintain a log of all BCP activations, modifications, and trainings.
· Store all BCP related documentation securely, both in physical and digital formats, and ensure that BCMT members have access.
[bookmark: _7y3fzniuuu2g]7. Tools & Resources
· Maintain a list of critical vendors, partners, and stakeholders with their contact information.
· Ensure access to backup data centers, alternate work locations, and emergency supplies.
· Keep an updated inventory of IT assets and their respective DR procedures.
[bookmark: _cs16qso3e5k2]8. Review & Continuous Improvement
· After each activation of the BCP or DR, review the effectiveness of the response and update the plan accordingly.
· Incorporate feedback from employees, clients, and stakeholders to improve the plan.
· Stay updated with industry best practices and integrate them into the BCP.
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