
The BIA Questionnaire template provides the questions needed for the data gathering portion of your BIA. The Questionnaires can be mass produced to support all the departments in your project. 
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DOCUMENT INFORMATION
This section covers the information used for tracking the document.
[bookmark: _Toc468504389][bookmark: _Toc101266875]Version History
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[bookmark: _Toc468504393][bookmark: _Toc101266876]OVERVIEW
This section gives the reader an overview of ‘why we are here’ and ‘what we want to accomplish’, along with some background information about the project.  This background information needs to include the business objective behind the project, the project or product scope statement, and an overview of the business need that will be realized by implementing the project.
[bookmark: _Toc468504394][bookmark: _Toc101266877]Audience
This section specifies any and all stakeholders that are impacted by this project as defined by the project sponsor. These individuals include:
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[bookmark: _Toc468504395][bookmark: _Toc101266878]Purpose
This section states the business reason for accomplishing the project.
The Business Impact Analysis (BIA) identifies the impacts of losing company resources.  The BIA measures the effect of resource loss and escalating losses over time, in order to provide senior management with reliable data upon which to base decisions on risk mitigation and continuity planning.  It provides senior management with the identity of its time-sensitive business departments and functions, financial exposures, operational impacts and estimated total resources necessary for successful resumption. 

A BIA represents the best starting point for strategy development, plan identification, team and task definition because it provides the foundation for planning based on data provided by the entire organization or those most qualified to identify impacts and exposures.  A BIA also provides a forum with the full attention of the organization at the outset of the project, and gives senior management and the project leader an opportunity to obtain the cooperation of senior and division executives as well as department managers.
[bookmark: _Toc468504396][bookmark: _Toc101266879]Product Scope
This section defines the number of individuals, departments and operations involved in the impact activities, which will be needed to accomplish the Business Impact Analysis.  BIA techniques may be applied to any part of the organization or the entire business enterprise. 
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	Leader(s)
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[bookmark: _Toc101266880]Benefits
This section describes the benefits for proceeding with the project to subsequent phases.

The Business Impact Analysis identifies the potential business losses to an organization in the event of a disruption.  These losses include financial, operational, infrastructure, and personnel.  With this information, management can determine the necessary actions that need to be taken to safeguard human life, protect the organization’s assets, manage risk and provide for continued availability of the organization’s products and services. 
[bookmark: _Toc468504398][bookmark: _Toc101266881]Risks
This section identifies any issues and concerns, which have a high probability of impacting the project.

Management’s commitment and support are key requirements that affect the accuracy and value of a Business Impact Analysis.  A project of this nature involves the efforts of many people, the use of many resources, and a considerable amount of time.  Management must recognize the importance of this process and effectively communicate it to the rest of the organization. Without management’s commitment, the execution of the process methodology may be compromised resulting in an incomplete or inaccurate BIA.

Additionally, the primary data gathering mechanism for the BIA is the questionnaire.  Therefore, the individuals that are selected to respond to the questionnaire drive the accuracy and depth of the Business Impact Analysis. The respondents must have a clear understanding of the organization’s needs, its critical business operations and their dependencies.  They must possess the knowledge necessary to identify impacts and exposures.  Also, there should be a sufficient number of respondents to address all operations, functions or lines of businesses defined within the scope of the project.  Without the appropriate respondents, the quality and comprehensiveness of the BIA may be compromised.  The BIA is only as good as the individuals who provide the information.
[bookmark: _Toc468504399][bookmark: _Toc101266882]Assumptions
This section covers any assumptions with the project.
The client will define the individuals to be interviewed.
These individuals are aware of their responsibilities and will be available for interviewing.
The client will provide workspace for the interviews.
[bookmark: _Toc468504400][bookmark: _Toc101266883]Constraints
This section covers any limitations that are put on the project by the client, our organization, any pertinent rules and regulations.
[bookmark: _Toc101266884]Business Impact Analysis
A Business Impact Analysis (BIA) is the foundation for all business continuity planning programs.  It identifies the financial and operational impacts that may result from a disruption of business operations.  Disruptions can take many forms, for example: short-term, due to a power outage or information systems problem; long-term, due to a fire or natural disaster.  Regardless of the disruption’s source, business operations are compromised.

Understanding how an outage could affect your business is vital to making the right decisions to protect your company’s assets and manage risk.  A BIA should be conducted whether you are preparing a plan for your manufacturing operations or you are developing plans for all of your organization’s facilities.

A BIA helps define the impacts or concerns of losing individual business operations and analyzes the effects of these impacts over defined time frames.  Impacts usually fall into two major categories: financial and operational.  Financial impacts, such as lost sales and contract penalties, are quickly reflected in the bottom line.  Operational impacts, such as loss of market share or loss of investor confidence, often occur more slowly and with more devastating results.  By understanding the potential impacts, senior management can make informed decisions about business continuity and risk management strategies.

More specifically, a BIA provides the following information for the business continuity planner:
Financial impacts by business operation, location and for the organization as a whole;
Operations impacts by business operation, location and for the organization as a whole;
The extraordinary expenses needed to continue operations after a business interruption;
The organization’s current state of preparedness;
Technological requirements for resumption and recovery;
Special resources;
Process support for resumption and recovery operations.

The remaining content has been redacted from this public demonstration. Complete templates are available for use by licensed users of BCrevo™.
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