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SECTION I: INTRODUCTION 

 

Executive Summary 
 
A comprehensive Continuity of Operations Plan (COOP) will be implemented at 
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SECTION IV: ESSENTIAL FUNCTIONS 

 
Essential functions are defined as those functions that enable the University to provide vital services, 
maintain the safety and well-being of the students, faculty, staff and visitors to campus, and sustain the 
hŶŝǀĞƌƐŝƚǇ͛Ɛ�economic base in an emergency.  Although many functions are important, not every activity 
performed is an essential function that must be sustained in an emergency.  Assigning a priority to the 
function helps distinguish between essential and supportive functions.  Time-sensitive or date-specific 
essential functions are considered as if the disruptive event were to take place immediately before the 
function needs to be accomplished.  If an incident affects the Department/College when the function is 
not time-critical, the plan is adjusted to keep that function at a lower priority. 
 
Department/College Name identified [# of essential functions] essential functions and assigned a 
Recovery Time Objective (RTO) Tier.  All essential functions listed, recommend a RTO for restoring that 
function using the following Tiers: 
 
Tier I:  Essential functions that much reach operational status no later than 12 hours after COOP 

activation. 
 
Tier II:  Essential functions that much reach operational status within 12 to 72 hours and are able to 

sustain operations for a minimum of 30 days.  These functions may be dependent on the 
operational status of Tier I functions. 

 
Tier III: Essential functions that must reach operational status within 72 hours to two weeks.  Tier III 

functions may be dependent on the status of Tier I or II functions, or may simply have less 
criticality. 

 
Tier IV: Two weeks to 30 days.  Functions that could be postponed until all functions in Tiers I, II and III 

are fully operational. 
 
Tier V:  Functions that can be suspended for 30 day or more days. 
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SECTION V: VITAL RECORDS AND SYSTEMS 
 
In order to properly plan for emergencies, it is necessary to identify vital records and systems necessary 
to perform essential functions and activities.  Vital records are records, files, documents or databases, 
which, if damaged or destroyed, would cause considerable inconvenience or require replacement or 
recreation at considerable expense.  For legal, regulatory or operational reasons these records cannot 
ďĞ�ůŽƐƚ�Žƌ�ĚĂŵĂŐĞĚ�ǁŝƚŚŽƵƚ�ŵĂƚĞƌŝĂůůǇ�ŝŵƉĂŝƌŝŶŐ�ƚŚĞ�hŶŝǀĞƌƐŝƚǇ͛Ɛ�ĂďŝůŝƚǇ�ƚŽ�ĐŽŶĚƵĐƚ�ŽƉĞƌĂƚŝŽŶƐ͘�� 
 

Vital Records   
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Internal Dependencies on Department/College Name 
 
All CSU Departments rely on Information Technology (IS&T), Payroll/Purchasing/Finance, Human 
Resources, Campus Safety and Physical Plant. 
 
INSTRUCTIONS: List below the products and services upon which the department depends and the internal 
departments/units that provide them. Below are examples of the basic services you may be dependent on: 

 

 
 
 

Outside Vendors and Service Providers 
 
Prior to initiating any purchasing activity Department/College Name will contact �^h͛Ɛ�Purchasing 
Department to ascertain whether the item or service can be procured.  
 
 [If vendor list is extensive, it is acceptable to make reference to the list being available at the work location 
as long as there is redundancy, a copy of the information available either at another location or online] 

CSU Service or 
Product 

CSU Provider Contact Title Office Phone 

Emergency Facilities, 
Repairs and Power 

Facilities and 
Safety (FAST) 

   

Custodial Services FAST    

Safety & Security  FAST    

Information 
Technology Support 

Information 
Services &  

Technology (IS&T) 
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SERVICE/PRODUCT  PHONE 24/7 PHONE ALT CONTACT 

1ST PROVIDER     

2ND PROVIDER     

 

SERVICE/PRODUCT  PHONE 24/7 PHONE ALT CONTACT 

1ST PROVIDER     

2ND PROVIDER     

 

SERVICE/PRODUCT  PHONE 24/7 PHONE ALT CONTACT 

1ST PROVIDER     

2ND PROVIDER     

 

 

Key Internal Customers 
 

Department/Unit Service Office Phone Alternate Contact 
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Instructions:  List the department’s vulnerabilities that could cause a continuity incident and list the 
mitigation strategy that would be effective in reducing the vulnerability.  For example, the unit may wish 
to stock up on critical supplies or develop contingency work-at-home procedures.  Set a time line to 
accomplish the action. 

 

Vulnerability Mitigation Strategy 
Mitigation Timeline 

Target Date Completion Date 

EXAMPLE: 
Communication 
System Failure 

Harden communications capabilities 
to ensure post event functionality. 

 
12-31-15  

EXAMPLE: 
Power Failure 

Identify critical facilities & 
infrastructure needing backup power 

sources and options to provide 
backup power. 

12-31-15  
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SECTION IX: COOP TRAINING, EXERCISES & IMPROVEMENT PLANS 

 
The key to a successful enactment of this plan depends on the ability of training, and exercises to 
familiarize staff members with their roles and responsibilities during an emergency, ensure that systems 
and equipment are maintained in a constant state of readiness, and validate certain aspects of the 
COOP.  This plan should be continually updated with current contact information, resources and 
organizational changes.   
 

Training or Exercise Date After Action Report / Improvement Plan 
Completion 

Date 
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SECTION X: COOP SUBMISSION 
 

dŚĂŶŬ�ǇŽƵ�ĨŽƌ�ĐŽŵƉůĞƚŝŶŐ�ǇŽƵƌ�ĚĞƉĂƌƚŵĞŶƚ͛Ɛ��ůů�,ĂǌĂƌĚƐ��ŽŶƚŝŶƵŝƚǇ�ŽĨ�KƉĞƌĂƚŝŽŶƐ�WůĂŶ�;�KKWͿ͘�WůĞĂƐĞ�
submit this Plan to your Dean or Vice President for approval and identification of essential positions 
within your department/unit. 
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