Suffolk SME Business Continuity Toolkit
SME BUSINESS CONTINUITY TOOLKIT
Business Impact Assessment
Template for identifying priorities, dependencies and recovery needs
	Business / organisation
	Document owner
	Approved by

	[Complete]
	[Complete]
	[Complete]

	Version: [Complete]
	Approval date: [Complete]
	Next review: [Complete]



	Important: This toolkit provides general business continuity guidance. Each organisation remains responsible for its own legal, regulatory, contractual, insurance, information security, health and safety and sector-specific requirements. 


How to complete
1. List the organisation’s main products and services.
2. Select the activities that would cause the greatest impact if stopped.
3. For each priority activity, assess impacts over time.
4. Agree the MTPD, RTO and minimum service level.
5. Record dependencies, single points of failure and realistic workarounds.
6. Transfer the actions and decisions into the Business Continuity Plan and improvement tracker.
Organisation profile
	Business name
	Location(s)
	Main contact
	Assessment date

	[Complete]
	[Complete]
	[Complete]
	[Complete]

	Assessor: [Complete]
	Review date: [Complete]
	Sector: [Complete]
	Regulator / commissioner: [Complete]



Priority products and services
	Product / service
	Why it matters
	Main customers / users
	Priority

	[Complete]
	[Complete]
	[Complete]
	[Essential / Important / Other]

	[Complete]
	[Complete]
	[Complete]
	[Essential / Important / Other]

	[Complete]
	[Complete]
	[Complete]
	[Essential / Important / Other]

	[Complete]
	[Complete]
	[Complete]
	[Essential / Important / Other]

	[Complete]
	[Complete]
	[Complete]
	[Essential / Important / Other]



Activity assessment
Complete one copy of this section for each priority activity.
	Activity
	Owner
	Normal delivery
	Minimum staffing

	[Complete]
	[Complete]
	[Complete]
	[Complete]



	Impact area
	0-4 hours
	Within 24 hours
	1-3 days
	Up to 1 week

	Safety / welfare
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]

	Customers / service
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]

	Financial / commercial
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]

	Legal / regulatory / contractual
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]

	Reputation / confidence
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]

	Other
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]
	[G/A/R/B]


*G - Green (low) , A - Amber (Medium), R - Red (High), B - Black (Severe)

	Recovery measure
	Agreed position

	MTPD
	[Complete]

	RTO
	[Complete]

	Minimum service level
	[Complete]

	Reason for the decision
	[Complete]


*MTPD - Maximum Tolerable Period of Disruption, RTO - Recovery Time Objective

	Dependency
	Minimum requirement
	Single point of failure?
	Fallback / workaround

	People and skills
	[Complete]
	[Yes / No]
	[Complete]

	Premises
	[Complete]
	[Yes / No]
	[Complete]

	IT and telecommunications
	[Complete]
	[Yes / No]
	[Complete]

	Data and records
	[Complete]
	[Yes / No]
	[Complete]

	Suppliers / outsourced services
	[Complete]
	[Yes / No]
	[Complete]

	Utilities / fuel
	[Complete]
	[Yes / No]
	[Complete]

	Equipment / vehicles
	[Complete]
	[Yes / No]
	[Complete]

	Finance / insurance
	[Complete]
	[Yes / No]
	[Complete]



Improvement actions
	Action
	Priority
	Owner
	Target date
	Status / evidence

	[Complete]
	[Now / Next / Later]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Now / Next / Later]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Now / Next / Later]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Now / Next / Later]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Now / Next / Later]
	[Complete]
	[Complete]
	[Complete]

	[Complete]
	[Now / Next / Later]
	[Complete]
	[Complete]
	[Complete]



Assessment sign-off
	Completed by
	Activity owner
	Approved by
	Next review

	[Complete]
	[Complete]
	[Complete]
	[Complete]
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