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Foreword:  MCO 3030.1 “Marine Corps Continuity of Operations Program” directs major USMC commands to develop and implement Continuity of Operations (COOP) plans and programs in compliance with the references listed below.  Successful performance of MEFs before, during, and after a continuity event is the basis for federal continuity planning, preparation, and execution.  The MCO further directed command continuity plans to address:  “Identification and prioritization of organizational MEFs from HQMC to the Marine Expeditionary Force level. Subordinate element MEFs will align with and support the MEFs of the Marine Corps chain-of-command.”

Read carefully through each section of this questionnaire.  Ensure your answers to each question are as accurate and concise as possible.  Following completion, ensure the information is validated by your section head/commander.  Questions regarding this document should be referred to the HQMC Continuity Program Manager (703-571-1055).

1.0   
References

· National Security Presidential Directive 51/ Homeland Security Directive 20 (NSPD-51/HSPD-20)

· National Continuity Policy Implementation Plan

· Federal Continuity Directives 1 & 2

· DOD Directive 3020.26, January 9, 2009
· NAVINST 3030.4C, July 22, 2009

2.0
Background
It is the policy of the United States to maintain a comprehensive, effective continuity capability at all levels of government to meet the essential defense and domestic needs of our nation’s citizens during periods of national emergency. Continuity of Operations (COOP) is defined as an organization’s ability to continue its Mission Essential Functions (MEFs) with little or no interruption during and in the aftermath of an emergency. In today’s asymmetric threat environment, the Marine Corps must plan and prepare to continue its MEFs under all circumstances and across the spectrum of threats, including natural disasters, technological, and man-made emergencies. 

To support its continuity requirements, the Federal executive branch recognizes the following three categories of essential functions:
HIERARCHY OF ESSENTIAL FUNCTIONS:  
• National Essential Functions (NEFs): The eight functions the President and national leadership will focus on to lead and sustain the nation during a catastrophic emergency.
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• Primary Mission Essential Functions (PMEFs): A subset of agency MEFs that directly support the NEFs.

• Mission Essential Functions (MEFs): The limited set of department and agency-level government functions that must be continued following a disruption of normal activities.

The ultimate goal of continuity in the executive branch is the continuation of National Essential Functions (NEFs). In order to achieve that goal, the objective for executive departments and agencies is to identify their Mission Essential Functions (MEFs) and the Primary Mission Essential Functions (PMEFs) that support the NEFs and ensure that those functions can be continued throughout, or resumed rapidly after, a disruption of normal activities. While the Federal government provides myriad services to the American people, it is important to identify and focus planning efforts on those essential functions that must be continued during an emergency.

THE EIGHT NATIONAL ESSENTIAL FUNCTIONS:

1.  Ensuring the continued functioning of our form of government under the Constitution, including the functioning of the three separate branches of government. (This NEF includes Federal executive branch functions that respect the roles and maintain the check and balance relationship among all three branches of the Federal Government)

2.  Providing visible leadership to the Nation and the world and maintaining the trust and confidence of the American people. (This NEF includes Federal executive department and agency functions to demonstrate that the Federal Government is viable, functioning, and effectively addressing any emergency)

3.  Defending the Constitution of the United States against all enemies, foreign and domestic, and preventing or interdicting attacks against the United States or its people, property, or interests. (This NEF includes Federal executive department and agency functions to protect and defend the worldwide interests of the United States against foreign or domestic enemies, honor security agreements and treaties with allies, implement military operations ordered by the President, maintain military readiness, and maintain preparedness to achieve national objectives)

4.  Maintaining and fostering effective relationships with foreign nations. (This NEF includes Federal executive department and agency functions to maintain American foreign policy)

5.  Protecting against threats to the homeland and bringing to justice perpetrators of crimes or attacks against the United States or its people, property, or interests. (This NEF includes Federal executive department and agency functions to protect against, prevent, or interdict attacks on the people or interests of the Nation and to identify, neutralize, and prosecute those who have committed or intend to commit violations of the law)

6.  Providing rapid and effective responses to and recovery from the domestic consequences of an attack or other incident. (This NEF includes Federal executive department and agency functions to implement response and recovery plans, including, but not limited to, the implementation of the National Response Framework)

7.  Protecting and stabilizing the Nation’s economy and ensuring public confidence in its financial systems. (This NEF includes Federal executive department and agency functions to respond to and recover from the economic consequences of an attack or other major impact on national or international economic functions or activities)

8.  Providing for critical Federal Government services that address the national health, safety, and welfare needs of the United States.  (This NEF includes Federal executive department and agency functions that ensure that the critical Federal-level health, Safety, and welfare services of the Nation are provided during an emergency)

DOD PRIMARY MISSION ESSENTIAL FUNCTIONS (PMEFs):  The Dept. of Defense validated five core departmental mission areas that directly support or impact the performance of several National Essential Functions.   These DOD “Primary Mission Essential Functions” constitute the priority efforts of the DOD and its components/agencies during continuity events:

1.  Advise the President, National Security Council, and Homeland Security Council on the formulation and implementation of national defense policy and strategy regarding the employment of the U.S. Armed Forces and other DOD resources in furtherance of national security interests and objectives (Supports NEFs #3 and #5)

2.  As directed by the Commander-in-Chief, protect and defend the security of the United States, its possessions, and areas vital to its world-wide interests by the timely and effective employment of U.S. Armed Forces and other appropriate DOD resources and assets, and the statutory exercising of Command Authority over those forces.  (Supports NEFs #3 and #5)

3.  Collect, analyze, and disseminate critical intelligence information to the National Leadership and international partners to support timely and accurate decision making regarding existing, emerging, or potential threats to the U.S., its allies, and its vital worldwide interests.  (Supports NEFs #3 and #5)

4.  Promote U.S. National security interests and objectives worldwide.  (Supports NEFs #2, #3 and #4)

5.  Conduct Domestic Emergency Response Efforts (Supports NEFs #1 and #6)

SERVICE COMPONENT MISSION ESSENTIAL FUNCTIONS:  Service components, and all other elements of the DOD, were charged to identify Mission Essential Functions that were in alignment with the MEFs and PMEFs of the DOD and, subsequently, the NEFs.  HQMC identified the following Mission Essential Functions in support of the DOD PMEFs and NEFs:

HQMC MISSION ESSENTIAL FUNCTIONS:
1.   Support the Commandant of the Marine Corps (CMC) as a member of the Joint Chiefs of Staff.   (Supports DOD PMEFs #1, #2, #3, #4, #5)

2.   Maintain continuous connectivity between the CMC and Secretary of the Navy (SECNAV), Chairman of the Joint Chiefs of Staff (CJCS),  Secretary of Defense (SECDEF), other members of the Joint Chiefs of Staff (JCS), Marine Forces Component Commands, and the Marine Expeditionary Forces.  (Supports DOD PMEFs #1, #2, #3, #4, #5)

3.
Provide timely and reliable situational awareness and monitoring of United States Marine Corps operations worldwide to the CMC and SECNAV, to include issues impacting operations.  (Supports DOD PMEFs #1, #2, #3, #4, #5)

4.   Provide effective and timely information to support decision-making by the CMC and SECNAV.   (Supports DOD PMEFs #1, #2, #3, #4, #5)

5.   Assist the CMC in the execution of his Title 10 (USC) responsibilities during emergencies, with a focus on force direction and management.  (Supports DOD PMEFs #1, #2, #3, #4, #5)

3.0 
Purpose

The purpose of this Business Process Analysis (BPA) is to assist commands in identifying Mission Essential Functions and the inputs/outputs and resources that are essential to the performance of organizational MEFs before, during, and after a continuity event.  Each section supporting a Command MEF should complete the analysis and return the results to the command element tasked with constructing the Continuity of Operations Plan.   The following assumptions will be considered in preparing responses for this analysis:   A worst-case scenario is assumed:  the organization’s primary operating facility will not be operational for an extended period of time; the contents of the building are either destroyed or inaccessible; and designated continuity personnel will relocate to an alternate facility for up to 30 days or longer. The results of this analysis will serve as the baseline for the development of continuity plans and procedures.  The following categories of information must be addressed to effectively perform this analysis:

1. Identification of Mission Essential Functions:  This should include both the MEF Statement (a brief articulation of what is to be accomplished – generally one or two sentences) and a Narrative Statement (several paragraphs), which provides more detail regarding the scope of the MEF and explains in clear terms what is to be accomplished.  
2. Function Output:  This is what the organization must accomplish to successfully execute the MEF and should align with the MEF Statement and Narrative.  If possible, this should include specific metrics to identify performance measures.  The output may be a policy decision or recommendation to higher authority; it may be maintaining security of a specific region; it may involve conducting a specific offensive activity; or it may include providing a specific service to a sector of the population.  If the function requires performance under specific conditions or within a specific time frame, that should be noted.  Think of the function output as the “critical task” that supports the organizational MEF(s).  Critical Tasks are those tasks that, if not performed, jeopardize successful performance of the MEF.  

3. Inputs :  Inputs are those tasks or activities necessary to accomplish the function output, and include inputs from both internal (within the command) and external partners (other DOD components; other Federal organizations; and State, local, private, and international entities).  The specific partners should be identified.  Inputs may include information, completed actions by partners, hardware, personnel, materials, and so on.  The BPA should identify both the supplier of the inputs and the required timing for delivery.  For example, defending critical infrastructure against attack requires input from intelligence sources and other warning systems that a particular threat exists.  Policy determinations require situational input, recommendations from subject matter experts, legal analysis, and so forth.  Think of inputs as “enabling tasks.”  Enabling tasks are those activities that allow a critical task to be performed.

4. Leadership:  What leadership elements are required to perform this mission?  Leadership includes the most senior leaders as opposed to mid-level and office managers.  Some missions (policy determinations) require senior decision making.  Other missions (providing medical care) may not require direct senior leadership involvement. 

5. Staff:  Few missions can be performed without staff to prepare for and actually carry out the business.  This element captures which staff and how many people are needed.  If specific skills, expertise, and authorities are required, these should be identified.  For military operations including troops, estimated manning levels should be included.  For a humanitarian effort or aid to civil authority, specific skill sets may be required.  Define how much staff and what specific capabilities are required to ensure performance of the mission.

6. Communications and Information Systems:  Most operations cannot be performed efficiently without reliable communications (IT systems, radio, video, satellite, and secure equipment).  This section should identify the type of capability required (data, audio, video) and the level of security necessary.  Unique communications requirements should be specifically identified.  Although this section should focus on the data and information transmission capability, not on the content; the content will frequently drive the capability requirements.  Identifying the type of transmission content will help characterize the communications requirements.  Standard equipment found in most offices (unclassified phones, faxes, computers, and so on) should be listed in the “office equipment and supplies”section.

7. Facilities:  Some missions (policy determinations) can be performed from almost any location; some missions require extensive, unique, and secure facilities; and other missions (providing emergency medical care) must be performed everywhere.  The unique facility requirements necessary for performance of the mission should be identified, including requirements to accommodate security and safety.  For many missions, the facility requirements may simply be general office space (though how much office space should be specified).  A large military organization may require a base (or bases) with support services, such as barracks, messing, medical, and so on.  Keep in mind that the requirements listing should be focused only on supporting the critical aspects of the mission that must be performed during a Continuity crisis, not to support all routine aspects of the organization’s business. 
8. Partners and Interdependencies:  Most organizations are dependent on others in a variety of ways.  This section should identify those internal and external organizations that provide essential input to ensure performance of the mission.  For each organization identified, the type of dependency should be outlined, including the type of material, service, or information provided or exchanged and the timing of that exchange or relationship.  The partner may provide critical information, authorization, or direction to initiate action; the partner may provide a critical input or service during the process; in some situations, two or more organizations may be continuously exchanging information and services throughout the entire process; and some partners may be waiting for the organization to complete its task to enable them to initiate performance their mission.  These relationships should be identified in the BPA.

9. Contract Support:  This category captures contracts and services of all kinds.  This category certainly includes procurement of critical resources to perform the mission (military equipment and supplies, repair services) and supporting activities provided by existing or contingency contract.  The type of items that may be included in this section will vary considerably depending on mission.  Organizations should look carefully at the process to identify all of the items that should be included in this element of the BPA.  Performance of many MEFs will require supplies and materials that may have to be obtained or procured as the crisis evolves.  Thus, the command will require the capability to obtain these resources (locate, relocate, purchase, transfer, etc.).  

10. Procedures and Business Process Flow:  Once all of the elements above have been identified, a process flow diagram or narrative description can be developed that ties the entire mission performance process together.  This captures how the mission essential functions of the command are accomplished.  This should reflect what initiates performance of the mission; what inputs are required; when the inputs are needed and where they come from; the people, facilities, resources, communications involved; the process employed to perform the mission; and the outputs or outcome desired.  Outlining the business process flow should tie together all of the previous elements and will serve as comprehensive check that nothing critical has been omitted. 

As stated earlier, if the BPA is properly prepared, it will represent a comprehensive guide to lead the organization in the successful performance of its MEFs during a crisis.  An example of the MEF identification process (the first step of the BPA) outlined in steps 1-3 above is provided utilizing an actual HQMC MEF submission to DOD:

(U) Component Mission Essential Function (CMEF) # 1:  Support the Commandant of the Marine Corps (CMC) as a member of the Joint Chiefs of Staff.

(U) Descriptive Narrative:  Organized under the provisions of Title 10 (USC) Sec. 151 and the Goldwater-Nichols Reorganization Act of 1986, the Joint Chiefs of Staff (JCS) is a panel comprising the highest-ranking members of each major branch of the armed services.  The Joint Chiefs of Staff (JCS) consists of the: 

· Chairman 

· Vice Chairman 

· Chief of Naval Operations  

· Chief of Staff Army 

· Chief of Staff Air Force 

· Commandant of the Marine Corps 

Collectively, the JCS is concerned with military operational matters. Individually, they are the senior military members of their respective services and serve as the highest ranking deliberating body of military advisors to the President of the United States and the Secretary of Defense. As a member of the JCS, the Commandant’s primary responsibility is to ensure the readiness of the United States Marine Corps to support ongoing military operations, National Defense requirements, and implement National Policy as directed by the President of the United States. To accomplish this, the Commandant and HQMC organize, train, prepare, and equip military units and interoperable forces to ensure their readiness for effective prosecution of war, for military operations other than war, and for other duties as directed by the National Command Authority.  During continuity events, the Commandant’s focus will be providing advice to the Chairman, Secretary of the Navy, Secretary of Defense, and President of the United States relative to the readiness and appropriate employment of Marine forces in response to domestic crisis.

(U) To accomplish this mission, Headquarters Marine Corps must:*
· (U)  Organize, train, prepare and equip both active and reserve units for mobilization in support of war and operations other than war;

· (U)  Ensure and consistently monitor the combat readiness of assigned forces;

· (U)  Develop collective training standards and strategies to prepare Marine forces for employment in full spectrum operations in Joint, Interagency, Intergovernmental, and Multinational environments;

· (U)  Conduct Joint and Interagency training and exercises to test and implement plans and procedures.
· (U) Develop and exercise plans that support projected mission requirements inside the National Capital Region (NCR) Joint Operations Area (JOA) during continuity events.

(U) Timing:  0 Hours; MEF must be performed without interruption.  Failure to provide continuity of this MEF may result in the inability of the U.S. Armed Forces to efficiently and effectively respond to domestic and international threats to the safety and security of the United States.

(U) Associated DOD MEFs:  PMEF #1- Advise on national defense policy





 PMEF #2- Defend the security of the United States





 PMEF #4- Promote U.S. national security interests worldwide





 PMEF #5- Conduct domestic emergency response efforts

(U)  Interdependencies: 
· (U)  DOD Partners:  Joint Chiefs of Staff



     U.S. Navy




     U.S. Army




     U.S. Air Force




     U.S. Northern Command




     U.S. Joint Forces Command




     U.S. Pacific Command




     U.S. Southern Command




     U.S. Strategic Command


  

     U.S. Transportation Command




     U.S. National Guard Bureau
· (U)  Inter Agency / Countries:



     Department of Homeland Security

· Federal Emergency Management Agency
*The action statements presented in this example that must be accomplished to successfully execute the MEF would be defined as the “outputs” for HQMC. Inputs are the tasks and activities EACH element of command performs to ensure the output is executed.

4.0 
Identification of Command Mission Essential Functions (MEFs)

The Federal executive branch recognizes that the entire spectrum of government functions may not be performed or needed in the immediate aftermath of an emergency. Indeed, in a crisis, resources may be scarce. Allocating resources based on sound planning helps to ensure that the delivery of essential functions and services will remain uninterrupted across a wide range of potential emergencies and provides a mechanism for the resumption of all functions as resources become available. Commands should carefully review all of its missions and functions before determining those that are essential. Improperly identifying or not identifying functions as “essential” can impair the effectiveness of the entire continuity program, because all other aspects of the plans are designed around supporting these functions.

Mission Essential Functions are those functions that must be carried out before, during, and after continuity events to accomplish the missions assigned to the organization by law, directive, authoritative order, or higher command authority.  

Commands will utilize the following steps when identifying and analyzing MEFs:

· Reviewing their organization’s missions as directed by higher command authority, applicable law, presidential directives, executive orders, or other DOD directives, to identify their MEFs.

· Completion of a MEF BPA to identify and map the functional processes, workflows, activities, personnel expertise, systems, data, and facilities inherent to the execution of each identified MEF (e.g., define how each MEF is performed and executed, using a business process flow map) that must be performed under all circumstances either uninterrupted, with minimal interruption, or requiring immediate execution in an emergency.

· Identifying those MEFs that provide vital interdependent support to a MEF or PMEF performed by a higher element of command or another federal agency, or supports an Emergency Support Function (ESF) under the National Response Framework (NRF).

· Identifying those MEFs that require vital support from another agency to ensure the execution of their mission and identify when and where the particular interdependency is executed within the BPA business process flow.

· Validating and approving the identified MEFs and BPA through the chain-of-command.

4.1  
Mapping requirements and resources to support Mission Essential Functions

The mapping process provides a means to collect, process, and assess components that are most critical in accomplishing the organization’s MEFs. The process identifies the inputs/outputs, leadership, staff, facilities, communications, and other resources that are essential to perform a particular MEF.  The data collected will give the command an objective view and understanding of all components and their criticality in supporting a particular MEF.  

The first step in the mapping process is to develop a list of outputs and inputs that support the execution of a particular MEF.  (An output is what the organization must accomplish during a crisis -- a function that, if interrupted and/or cannot be performed, the execution of the MEF is jeopardized.  An input is a task or activity (internal or external) necessary to accomplish the output.)  To assist in developing the output/input list, the organization should refer to resources such as legal and federal mandates, organizational policy manuals, mission statements and other departmental directives.  Mapping all relevant outputs/inputs to a particular MEF is designed to meet the following objectives:

· Determination of Recovery Time Objectives (RTOs) for ouputs mapped to each MEF (A RTO is defined as “maximum allowable time” an activity can be down following a continuity event before accomplishment of the MEF is jeopardized)

· Identification of resources and interdependencies that are necessary to accomplish the task

Outputs in support of a MEF will remain constant before, during, and after a continuity event.  “Inputs” associated with these tasks may change based on the time periods (or phases of continuity planning) in which they are performed.  Command element outputs and inputs in support of a MEF should be identified and defined in conjunction with the following COOP planning phases:

Readiness & Preparedness:  Only preparation for military operations will take priority over actions to coordinate and implement readiness measures to protect personnel, infrastructures, and vital resources through dispersal or relocation for reasons of survival. This phase also addresses measures to attain and maintain personal and organizational readiness for continuity operations.

Activation & Relocation:  Giving priority to military operations, relocation of leadership and ERS personnel are primary concerns during this phase. Key actions include alert and notification of the ERS, ERS deployment, site activation, communications, and devolution of command and control if necessary.  

Continuity Operations:  During this phase, focus is on military operations, MEF performance, communications, transportation, and resource recovery to regain operational stability. Key activities include: sustaining functions that allow the ERS to conduct their MEFs; accounting for and managing personnel, ERS augmentation; and coordinating alternate site activities. 

Reconstitution:  During reconstitution, focus remains on military operations while planning for the return of staff and MEF performance to the primary operating facility or a permanent replacement facility.  Reconstitution planning normally begins at the onset of a continuity event.

Utilizing a natural disaster scenario and a HQMC element’s output to ensure MEF performance, the following example is used to demonstrate a mapping of outputs (critical) and inputs (enabling tasks) to a particular MEF.

Scenario:  In the days preceding the landing of a Category 4 hurricane moving up the Atlantic, FEMA, NORTHCOM and other federal agencies are assessing available forces and resources that could be applied to an impending natural disaster that has a potential for widespread catastrophic impact on the National Capital Region (NCR).  As the hurricane advances toward the U.S. mainland from the Atlantic, mass evacuations are ordered, taxing the resources of local and state emergency response agencies.  Federal departments engaged in the event also focus on  pre-positioning and/or placing on alert the personnel, supplies and equipment that will be required to meet the immediate needs of the affected populations:  search & rescue capabilities; security forces; temporary shelters; potable water and food supplies. When it becomes apparent the hurricane will track through the NCR at near full strength, direction is received from the executive branch for federal government departments/agencies to execute their COOP plans.

HQMC MEF# 1:  Support the Commandant of the Marine Corps (CMC) as a member of the Joint Chiefs of Staff 

HQMC Element:  Plans, Policies & Operations (PP&O)

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

Continuity Phase:  Readiness & Preparedness
PP&O Output (Critical Task):   Serve as the focal point for the Commandant on all JCS matters

Input (Enabling Task) #1:  Monitor and report the current status of Marine Corps Forces.  

Input (Enabling Task) #2:  Direct, supervise and participate in staff coordination of operational, MAGTF, security, combat readiness, amphibious and pre-positioning issues.

Continuity Phase:  Activation & Relocation
PP&O Output (Critical Task):   Serve as the focal point for the Commandant on all JCS matters

Input (Enabling Task) #1:  Monitor status and location of pertinent Marine Corps and Reserve Component Operating forces; requests for USMC support; and the military situation as it affects the Marine Corps.

Input (Enabling Task) #2:  Determine the operational status of Marine Corps Operating Forces, SMCR units and the Supporting Establishment.

Input (Enabling Task) #3:  Notify appropriate commands, stations and facilities of relocation operations.

Continuity Phase:  Continuity Operations
PP&O Output (Critical Task):   Serve as the focal point for the Commandant on all JCS matters

Input (Enabling Task) #1:  Maintain displays and provide information pertaining to the current status of Marine forces as it relates to overall combat readiness.

Input (Enabling Task) #2:  Coordinate the assessment of Reserve Component mobilization capability.
Input (Enabling Task) #3:  Coordinate actions associated with the execution of joint plans.

Continuity Phase:  Reconstitution
PP&O Critical Task:   Serve as the focal point for the Commandant on all JCS matters

Input (Enabling Task) #1:  Monitor and report the current status of Marine Corps Forces.  

As you may have noted, the Outputs, or “Critical Tasks” performed by PP&O in support of the MEF did not change throughout the phases of the continuity event.  The inputs, or “enabling tasks” associated with the critical task changed in accordance with the phase of the event.  Also note that associated outputs and inputs could easily have been applied to any emergency or incident.  

Using the example above as a guide, complete the following tables as instructed.

In the columns labeled “Output” in Table 1, identify the Mission Essential Functions of your command, the critical tasks that your organization performs in support of the command’s MEFs (outputs).  As stated previously, a critical task is an operation and/or business support function that must occur in order to execute a MEF.  Document the activities by using consistent sentence structure that identifies the task with a strong action verb (i.e., manage, support, develop, execute, maintain, etc). 

The next step in the process is to identify the inputs, or enabling tasks, that are vital to executing the critical task.  An input is defined as any specific action that must be accomplished on a tactical level (i.e., key decision points, approval, notifications).  The tasks should be listed in chronological order and follow the four phases of COOP.  

Table 1: Identification of Outputs/Inputs in support of Command MEFs
	Mission Essential Function:  “List the Command MEF”

	Function Output #1: “List the command subdivision’s output in support of this MEF”

	Readiness & Preparedness

	Input1
	 

	Input 2 
	 

	Input 3
	 

	Activation & Relocation

	Input1
	 

	Input 2 
	 

	Input 3
	 

	Continuity Operations

	Input1
	 

	Input 2 
	 

	Input 3
	 

	Reconstitution

	Input1
	 

	Input 2
	 

	Input 3
	 


Repeat this process for each Command MEF and Outputs/Inputs associated with the MEFs.

4.2   
Determining the Impact of Loss and Recovery Time Objective (RTO) for Critical Outputs in support of Command MEFs 

The impact of loss of a critical task in support of a MEF can range from minor all the way to catastrophic and have serious implications to the overall ability of the command to perform its mission.  The corresponding impact values for minor to catastrophic are 1-5.  Descriptions of and corresponding values are found below: 

	Output (Critical Task) Impact Level
	Numerical Value

	Catastrophic effect on Parent Command MEFs
	5

	Catastrophic effect on the Command MEFs
	4

	Significant Effect on the Command MEFs
	3

	Moderate effect on the Command MEFs
	2

	Minor effect on the Command MEFs
	1


Manually enter a value for each of the time periods listed in the impact range in Table 2, Recovery Time Objective (RTO). The numeric values are on a scale of impact over time, particularly in hours, days or weeks. The starting point is from when an event occurs that necessitates the activation of the command COOP Plan in its entirety.   Rate the impact from 1 to 5 during each listed timeframe, selecting the value as if the activity wasn’t able to be performed.  The numbers should be based on ascending values. 

Recovery Time Objective (RTO) is defined as the maximum allowable time an activity can be down following a disruptive event. The RTO for the output will be the point in time the impact for the loss of the activity is assigned a level “4” or “5” value.  In the column labeled “RTO” input the time period in which the impact value reached a “4” or “5”, whichever corresponding value is higher.
Table 2: Recovery Time Objective
	Mission Essential Function:  “List the Command MEF”

	
	Impact Values Over Time 

	
	0 - 12 hrs
	13-72 hrs
	Days 3 - 7
	Days 8 - 30
	Other
	RTO

	Output #1: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #2: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #3: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 


Likewise, each input necessary to execute the output should be evaluated for impact of loss (Some inputs may be more critical than others).  The goal in assessing impacts through each step of the process is to identify single points of failure, interdependencies and other resources necessary to execute the MEF.  At each point of potential failure, identify alternatives or workarounds that must be implemented to ensure continuation of the task.

Assessing the impact of loss of an output in support of any MEF provides the command with a priority system and timeframe for restoration and/or recovery.  For example:  If a MEF must be continued under any circumstances without interruption (0 hours) and the loss of the ability to perform a critical task/activity that supports the MEF produces a catastrophic effect on the command’s ability to perform the MEF, the command must have contingencies identified and in place (solutions/workarounds) to ensure the continuation of the MEF.  If MEF performance cannot be achieved through this method the command must consider devolution (transfer of responsibility) to ensure mission continuity.

In the following sections, the resources necessary to execute the outputs/inputs associated with each MEF will be addressed.

5.0 
Identification of Continuity Facilities

Facilities include all locations where leadership and staffs may operate in support of essential functions during a continuity event. These include existing alternate facilities; alternate usages of existing facilities; and, as appropriate, virtual office options including telework.  Continuity facilities MUST be geographically dispersed to the degree that the command’s alternate locations are not impacted by the same event that caused activation of the COOP Plan. As stated in Section 3, any unique facility requirements necessary for performance of the mission should be identified, including requirements to accommodate security and safety.   Continuity facilities are typically considered as “HOT” – Ready to perform the MEFs without advance preparation; “WARM” – Ready to perform the MEFs with some advance preparation; and “COLD” - requires significant advance preparation to assume MEF performance.  The command should select a standing “HOT” facility for its primary relocation facility.  If the command must select a WARM or COLD facility as its primary Continuity Facility, the command must take appropriate steps as part of its COOP activation procedures to bring the facility to full operational status within allowable timeframes.

* Blue text in the following tables denote examples
Table 3: Continuity Facilities

	CONTINUITY FACILITIES – Business Process Analysis Information (BPA)

	Provide details on the facilities the Command will require for Continuity of Operations

	Location 

	Primary  
	Alternate 

	
	Site A
	Site B

	Security Requirements
Unclassified,  Secret, 
Top Secret, SCI
	Must be able to provide open storage for classified up to TS
	Must be able to provide open storage for classified up to TS


	General Space and Configuration Requirements (free text)
(Facilities includes offices space; SCIF requirements, conference rooms, offices and workstations; industrial capacity and equipment; critical supporting infrastructure, etc.:

List for Primary and Alternate locations (provide square footage requirements, if known)


	The following facilities and equipment are needed at  the Primary location:

· One Office (600 square feet)

· Four workstations w/ desktops and monitors
· One four-drawer filing cabinet

· Three six-drawer filing cabinets

· SCIF access (up to Top Secret) for three people/workstations

· One one-drawer safe

· Four five-shelf bookcases

· Two wall lockers for storing office supplies

· Four large screen TVs (two with commercial cable access, one for VTC, one for SVTC


	The following facilities and equipment are needed at the  Alternate location:
· One Office (600 square feet)

· Four workstations w/ desktops and monitors
· One four-drawer filing cabinet

· Three six-drawer filing cabinets

· SCIF access (up to Top Secret) for three people/workstations

· One one-drawer safe

· Four five-shelf bookcases

· Two wall lockers for storing office supplies

· Four large screen TVs (two with commercial cable access, one for VTC, one for SVTC




6.0   
Identification of Continuity Personnel 

The purpose of COOP is to ensure continuation of ONLY the Command’s Mission Essential Functions, not routine business functions.  Each organization tasked in support of the Command MEFs must determine the minimum number of staff required to execute the MEFs from a continuity facility.  Table 4 aids in the identification of continuity personnel.  Identify personnel by position description or title, not by individual names. Based on the outputs (critical tasks) identified in Section 4, determine the total number and type of personnel required to accomplish all your critical tasks at an alternate site.  Continuity operations may last for 30 days or longer from the alternate facility.  As a result, the command should plan for augmentation or relief of continuity personnel at the alternate site as required.  

Continuity personnel (hereafter referred to as Emergency Relocation Staff [ERS]) will normally be required to operate in 12-hour shifts from the time the COOP plan is activated or until otherwise directed.   MCO 3030.1 requires commands to plan for resumption of MEF performance as soon as possible following a continuity event, but no later than 12 hours following COOP plan activation. 

Depending on the criticality of the MEF, commands should plan for achieving initial operating capability with minimum ERS if practical.  For example, if a command MEF must be continued with no interruption (0 hours) and it takes at least two people to maintain MEF capability, then enter “2” in the column labeled “Initial ERS Required” and indicate the time frame in which those personnel are needed (in this case – 0 hours). The full ERS complement necessary for MEF performance should be in place at the alternate site NLT 12 hours following COOP activation.    Enter the cumulative continuity personnel necessary to execute the MEF in the column labeled “Total ERS Personnel.” 

Below are a few suggestions to consider in identifying continuity personnel:   

· Are continuity personnel trained to perform designated critical tasks in support of the command MEFs?  
· Are continuity personnel trained in the use of the communications capabilities and IT systems that will be needed during a continuity event?
· Do continuity personnel possess the requisite security clearance to carry out their COOP responsibilities?

Table 4: Continuity Personnel
	CONTINUITY PERSONNEL – Business Process Analysis Information (BPA)

	Provide details on Continuity Personnel

	LEGEND

Location:

Identify Alternate Site where tasked

Position Title (i.e. Intel Officer)

Grade / Type:
Marine*

Civilian Marine* 

Contractor

 (* indicates senior leadership position)

Security Clearance:

Unclassified

Secret

Top Secret

TS/SCI

Position Description:

Free Text


	Location

Position 

Title 

Grade / Type 

Security Clearance

Required

Position Description

Initial ERS Required

Total ERS

Personnel

Type 

Site A

Intel Officer

05 / AD Marine

TS/SCI

Provides regional and theater intelligence …..

2 / 0 hrs
            4

Site B

Intel Analyst

Cont

TS/SCI

Provides regional and theater intelligence …..
2 / 0 hrs

           4      




7.0   
Identification of Continuity Communications and Information Systems 

Few functions can be performed successfully without communications and information systems (IT systems, radio, video, satellite, and secure equipment).  In this section identify the critical communications and information systems, software applications and/or databases that are required to execute critical tasks in support of the Command MEFs.  Include any office-specific systems or applications necessary to perform the mission.

· List each Command MEF and function output associated with that MEF in Table 5 below.  For each output, identify the continuity communications and information systems you use in performing this task (audio, video, data systems, and IT hardware/software; etc).   
· As discussed in the first section of this worksheet, the recovery time objective (RTO) is defined as the maximum allowable time an activity/system can be down following a disruptive event before MEF performance is jeopardized.  In the “Recovery Time Objective (RTO)” column, identify the timeframe in which the system must be available to perform the task by placing an “X” the appropriate recovery timeframe.  If the time must be specific – so state.
· A recovery point objective (RPO) is the point in time in which data recovered from an asset must be current to be of use in supporting the MEF following a disruption/continuity event.  For example, if a critical task can only be performed if the data is real-time, the RPO would be 0 hrs.  Therefore, the system and data must be capable of performing without interruption regardless of the type of disruption.  Some data may still be useful to the task even if the data is 24hrs, days, or even weeks old at the point of disruption.   Identify the RPO (where applicable) by putting “RPO” in the appropriate timeframe.

As systems, software, and databases are reviewed, consider the following:

· Are backup procedures established and documented for systems, software, and databases critical to task performance?

· Are redundancy/workarounds in place?

· Does your alternate facility contain accessibility to all essential systems, databases, and software required for MEF performance?

Table 5a: Continuity Communications and Information Systems (Audio)

Complete the Tables for each MEF and associated Output (task)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	AUDIO

(A sampling of the types of audio devices utilized in support

of MEF execution is listed below)

	  Security Requirement


	Recovery Time Objective (RTO) 

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 -  30

	 Cell Phone / Smart Phone (Secure)
	S
	4 hrs
	 
	 
	 

	 Cell Phone / Smart Phone (Unsecure)
	UNCL
	
	
	
	x

	 Satellite Phone (Secure)
	S
	0 hrs
	 
	 
	 

	 Satellite Phone (Unsecure)
	UNCL
	 
	 
	 
	x

	 VOIP Phone (Secure)
	S
	4 hrs
	
	
	

	 VOIP Phone (Unsecure)
	UNCL
	
	
	
	x

	 Secure Terminal Equipment (STE)
	S
	0 hrs
	
	
	

	 Commercial Hard Line Telephone
	UNCL
	
	x
	
	

	 Red Switch (Secure)
	TS
	0 hrs 
	
	
	

	 UHF Radio
	UNCL
	
	x
	
	

	 VHF Radio
	
	
	x
	
	

	 EHF Radio
	
	
	x
	
	

	 ELF Radio
	
	
	x
	
	

	 (other)
	
	
	
	
	

	 (other)
	
	
	
	
	


Table 5b: Continuity Communications and Information Systems (Video)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	VIDEO

(A sampling of the types of video devices utilized in support

of MEF execution is listed below)

	 Security                 Requirement

	Recovery Time Objective (RTO) 

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	 Commercial Broadcast Television
	UNCL
	 
	  x
	
	 

	 Closed Circuit Television (CCTV)
	UNCL
	 
	 
	 
	 x

	Secure Video Teleconference (SVTC)
	S
	x
	
	
	

	 Video Teleconference (VTC)
	UNCL
	 
	 
	 x
	 

	Web Camera (i.e. Defense-Connect Online)
	S
	
	x
	
	

	(Other)
	
	
	
	
	

	(Other)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 5c: Continuity Communications and Information Systems (Desktop Applications)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	DESKTOP APPLICATIONS
(A sampling of the types of software applications utilized in support 

of MEF execution is listed below)

	Recovery Time Objective (RTO)

	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	Microsoft Office Suite (Access; Excel; Word; Outlook; Powerpoint)
	x
	
	
	 

	Adobe Acrobat Professional
	
	
	x
	

	Adobe Photoshop
	
	
	
	x

	Desktop publishing
	
	
	
	x

	GIS Software
	
	x
	
	

	Help Desk Management Software
	
	
	
	x

	Media players
	
	x
	
	

	CD/DVD Creator 
	x
	
	
	

	CAD
	
	
	
	x

	Internet Explorer
	x
	
	
	

	C2PC
	x
	
	
	

	(other)
	
	
	
	

	(other)
	
	
	
	

	
	
	
	
	


Table 5d: Continuity Communications and Information Systems (Data Link Networks)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	DATA LINK NETWORKS

(A sampling of the types of data networks utilized in support 

of MEF execution is listed below)

	Security                 Requirement


	Recovery Time Objective (RTO)

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	JWICs (Secure – SCI)
	TS-SCI
	 0 hrs
	 
	 
	 

	SIPRNET (Secure - SECRET)
	S
	 0 hrs
	 
	
	

	Centrix Networks (Secure – SECRET)
	S
	
	x
	 
	 

	NIPRNET
	UNCL
	 x
	 
	
	

	VPN Client
	UNCL
	
	
	 
	 

	(other)
	
	
	
	
	

	(other)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


DATA STORAGE AND RECOVERY POINT OBJECTIVES:  While electronic data (e.g. documents, records, databases) essential to MEF performance is typically generated from software applications (see table above), this data is transferred and stored utilizing network systems.  In the table below, identify the systems your section uses to transfer and store data in support of this task.  Identify the security classification of the system (if known).  In the columns at right, identify the “Recovery Point Objective (RPO)” for the data used in support of the MEF.  Remember, the RPO is the point in time in which data recovered from an asset must be current to be of use in supporting the MEF following a disruption/continuity event.  
Table 5e: Continuity Communications and Information Systems (Network Data Systems)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	NETWORK DATA SYSTEMS
(A sampling of the types of network services utilized in support 

of MEF execution is listed below)

	Security                 Requirement


	Recovery Point Objective (RPO)

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	Microsoft Exchange / Lotus (Email) Server
	UNCL
	x
	
	
	 

	Sharepoint Server
	S
	x
	
	
	

	Web Server (Home Page)
	UNCL
	
	
	 
	x

	File Share Server (Designated shared drive)
	S
	x
	
	
	

	Global Command and Control Systems (GCCS) 
	S
	x
	
	 
	 

	Marine Corps Action Tracker (MCATS) Server
	S
	
	
	x
	

	Tandberg Management System
	S
	x
	
	
	

	(other)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


8.0 
 Identification of Vital Records 
Vital records and documents include electronic and hardcopy documents, references (i.e., manuals, books, publications, etc.), and records needed to support critical tasks.  It is important to identify the name of the document, number of paper copies available, current location or electronic address, security clearance requirements, and alternate media storage devices (i.e., compact disc (CD), USB Thumb-drive, etc.).  This information will enable continuity personnel to reference information that is required to fulfill the critical task.
Follow the instructions in Table 6 below. Identify the vital record by category, type, title, classification, and storage locations/methods.  
Examples of vital records are as follows:   

Emergency Operating Records:

· Emergency plans, policies, and directives.

· Orders of Succession, Delegations of Authority, etc.

· Records and information critical to MEF support.

· Contracts, MOAs/MOUs for emergency services.

Rights and Interests Records:

· Legal, regulatory, and financial rights records.

· Accounts payable/receivable.

· Social security retirement records and official personnel records.

Consider the following in developing a list of vital records: 

· What documents and reference material do you reach for when you perform your day-to-day job?  

· Have you identified those vital records needed to protect the legal and financial rights of the Government and citizens?

· Do you maintain a complete inventory of vital records along with locations of and instructions on accessing those records?

· What are your processes for reviewing and updating your vital records so that the latest versions are always available?

· Do you have an inventory of your vital records at the alternate sites?

· Do your vital records contain the following?

· A list of key agency personnel and continuity personnel with up-to-date telephone numbers?

· Necessary key or access codes?

· Access requirements and sources of equipment necessary to access the records?
Table 6: Vital Records 

Complete the Table for each MEF and associated Output (task)

	VITAL RECORDS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Category
(Emergency Operating Record (EOR) / Rights and Interests (R&I))
	Type
(Manual, Publication, Document, Database)
	Title / Description

	Security Classification

	e-Storage Location 

	Alternate Storage Methods


	EOR
	Document
	Delegations of Authority
	UNCL
	File Share Server
	Hard Copy / CD 

	EOR
	Database
	ERS Roster 
	S
	File Share Server
	Hard Copy / CD 

	EOR
	Document
	Command ATFP Plan
	S
	GCCS Server
	Hard Copy / CD

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 


9.0
Identification of Office Equipment and Supplies 

Essential equipment and supplies include standard office equipment, information media, or any other addition items that are critical to accomplishing critical tasks.  These items may vary among business activities because functions, responsibilities, or available resources are different in each organization.

For each critical task, identify equipment, supplies, and media required to support its performance in Table 6 below.  Provide a brief description of each piece of equipment or supplies and indicate the quantity required and the time frame when that item is required.  In addition, identify any items that can be shared with or borrowed from other business activities.  This will maximize the use of limited space and resource constraints at the continuity facility.  Key considerations include:

· What communications capabilities/equipment support relocation team members while they are in transit to an alternate facility?

· What essential equipment must be stored or brought to your alternate facility?

· Are procedures documented for how to use essential equipment?

· What are the procurement procedures and capabilities for acquired additional supplies and equipment during a continuity event?

· How will HQMC deal with limited resources?

· In an emergency, will multiple relocation staff possess the capability to make purchases to support HQMC MEF performance?  
Table 7: Office Equipment and Supplies 

Complete the Table for each MEF and associated Output (task)

	ESSENTIAL EQUIPMENT & SUPPLIES – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Item Description
	Quantity Required
	Security Requirement
	When Required  (Day 1, 2, 3, …30)
	Can Item Be Shared (Yes/No)

	Color Copier
	1
	S
	1
	Yes

	Color Copier
	1
	UNCL
	1
	Yes

	Scanner
	1
	S
	1
	Yes

	Scanner
	1
	UNCL
	1
	Yes

	Shredders
	1
	n/a
	1
	Yes

	Burn Bags
	25
	 n/a 
	1
	No

	File Cabinets (3-drawer)
	1
	 n/a
	1
	No

	Safe – 2 drawer
	1
	n/a
	1
	No

	Conference table/chairs
	1 / 8 chairs
	n/a
	1
	Yes

	Projector / Screen
	1
	n/a
	3
	Yes

	Desktops w/ monitors
	4
	n/a
	1
	No

	
	
	
	
	

	
	
	
	
	


10.0
Identification of Partners and Interdependencies
Most agencies/sections are dependent on others (either within or external to the organization) in a variety of ways to successfully execute the outputs (critical tasks) that support the organization’s MEFs.  This section should identify those internal and external organizations that provide essential input to ensure performance of the mission.  For each organization identified, the type of dependency should be outlined, including the type of material, service, or information provided or exchanged and the timing of that exchange or relationship.  The partner may provide critical information, authorization, or direction to initiate action; the partner may provide a critical input or service during the process; in some situations, two or more organizations may be continuously exchanging information and services throughout the entire process; and some partners may be waiting for the organization to complete its task to enable them to initiate performance their mission.

Table 8: Partners and Interdependencies 

Complete the Table for each MEF and associated Output (task)

	PARTNERS AND INTERDEPENDENCIES – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Partner 
	Input to Critical Task
	When Required 
(Day 1, 2, etc)

	NORTHCOM
	Continuity mission tasking and authorization
	1

	Command JAG
	Legal Review – Rules of Engagement
	1

	XYZ Corporation
	Contractor personnel to augment command staff in Operations Center
	2

	US Air Force – 123 Airlift Wing
	C-130 and C-17 support for battalion airlift/airdrop operations
	3

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


11.0
Identification of Contract Support

As with the partners/interdependencies identified in Section 10, many agencies/sections are dependent on contract services to successfully execute the outputs (critical tasks) that support the organization’s MEFs.  This category includes procurement of critical resources to perform the mission (military equipment and supplies, repair services) and supporting activities/services provided by existing or contingency contract.  
Table 9: Contract Services and Support
	CONTRACT SERVICES AND SUPPORT – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Contract # / Vendor 
	Company POC 

	Service Provided
	COTR
	When Required 
(Day 1, 2, etc)

	DAHA-2010-33

 ACB Corp
	John Doe

 (866-223-2244)

John.doe@abcorp.com
	Technical Support to Command Operations Center
	Maj Dave Rose

(202-977-1001)

Dave.Rose@usmc.mil
	1

	DAHA-2010-40
XYZ Corp
	Jane Doe
(703-999-8899)

Jane.doe@xyzcorp.com
	GSA Fleet Vehicle Maintenance 
	MSgt Joe Voss
(703-345-6789)

Joe.voss@usmc.mil
	1

	CCHA-2010-01 (Contingency)
Generators Ltd.


	Phil Farrow
(703-221-3344)

Phil.farrow@gltd.com
	Mobile Diesel Generator rental for key command facilities at Site A
	Lt Col Harry Snow
(703-555-0099)

Harry.snow@usmc.mil
	1

	
	
	
	
	

	 
	 
	
	
	 

	 
	 
	
	
	 

	 
	 
	
	
	 

	 
	 
	
	
	 

	 
	 
	
	
	 

	 
	 
	
	
	 


12.0
Senior Official Review

The owner of the MEF activity in your division/section (i.e. Senior OIC; Director; Supervisor) must review this document and validate the accuracy of the answers provided.  When the review is concluded, complete the identification data below and forward the electronic version to _________ by the suspense date of:  ___________________. 
 Retain a copy of this document for your files.  


1) Questionnaire completed by:

                 Name: 



Date:

     Title: 



Tel. No.:

     Email:

2) Questionnaire approved by:


     Name: 



Date:

     Title:



Tel. No.:
Blank Tables

Table 1: Identification of Outputs/Inputs in support of Command MEFs 
	Mission Essential Function:  “List the Command MEF”

	Function Output #1: “List the command subdivision’s output in support of this MEF”

	Readiness & Preparedness

	Input1
	 

	Input 2 
	 

	Input 3
	 

	Activation & Relocation

	Input1
	 

	Input 2 
	 

	Input 3
	 

	Continuity Operations

	Input1
	 

	Input 2 
	 

	Input 3
	 

	Reconstitution

	Input1
	 

	Input 2
	 

	Input 3
	 


Table 2: Recovery Time Objective
	Mission Essential Function:  “List the Command MEF”

	
	Impact Values Over Time 

	
	0 - 12 hrs
	13-72 hrs
	Days 3 - 7
	Days 8 - 30
	Other
	RTO

	Output #1: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #2: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #3: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 


	Mission Essential Function:  “List the Command MEF”

	
	Impact Values Over Time 

	
	0 - 12 hrs
	13-72 hrs
	Days 3 - 7
	Days 8 - 30
	Other
	RTO

	Output #1: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #2: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #3: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 


	Mission Essential Function:  “List the Command MEF”

	
	Impact Values Over Time 

	
	0 - 12 hrs
	13-72 hrs
	Days 3 - 7
	Days 8 - 30
	Other
	RTO

	Output #1: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #2: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 

	Output #3: “List the Critical Task in support of this MEF” 
	 
	 
	 
	 
	 
	 


Table 3: Continuity Facilities

	CONTINUITY FACILITIES – Business Process Analysis Information (BPA)

	Provide details on the facilities the Command will require for Continuity of Operations

	Location 

	Primary  
	Alternate 

	
	
	

	Security Requirements
Unclassified,  Secret, 
Top Secret, SCI
	
	

	General Space and Configuration Requirements (free text)
(Facilities includes offices space; SCIF requirements, conference rooms, offices and workstations; industrial capacity and equipment; critical supporting infrastructure, etc.:

List for Primary and Alternate locations (provide square footage requirements, if known)


	
	


Table 4: Continuity Personnel
	CONTINUITY PERSONNEL – Business Process Analysis Information (BPA)

	Provide details on Continuity Personnel

	LEGEND

Location:

Identify Alternate Site where tasked

Position Title (i.e. Intel Officer)

Grade / Type:
Marine*

Civilian Marine* 

Contractor

 (* indicates leadership position)

Security:

Unclassified

Secret

Top Secret

TS/SCI

Position Description:

Free Text


	Location

Position 

Title 

Grade / Type 

Security Clearance

Position Description

Required 

Day 1

Additional

Personnel / When Required

Total Continuity 

Personnel

Type 




Table 5a: Continuity Communications and Information Systems (Audio)
	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	AUDIO

(A sampling of the types of audio devices utilized in support

of MEF execution is listed below)

	  Security Requirement


	Recovery Time Objective (RTO) 

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 -  30

	
	
	
	 
	 
	 

	
	
	
	
	
	

	
	
	
	 
	 
	

	
	
	
	 
	 
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 5b: Continuity Communications and Information Systems (Video)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	VIDEO

(A sampling of the types of video devices utilized in support

of MEF execution is listed below)

	 Security                 Requirement

	Recovery Time Objective (RTO) 

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 5c: Continuity Communications and Information Systems (Desktop Applications)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	DESKTOP APPLICATIONS
(A sampling of the types of software applications utilized in support 

of MEF execution is listed below)

	Recovery Time Objective (RTO)

	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table 5d: Continuity Communications and Information Systems (Data Link Networks)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	DATA LINK NETWORKS

(A sampling of the types of data networks utilized in support 

of MEF execution is listed below)

	Security                 Requirement


	Recovery Time Objective (RTO)

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	
	
	
	
	 
	 

	
	
	
	
	
	

	
	
	
	
	 
	 

	
	
	
	
	
	

	
	
	
	
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 5e: Continuity Communications and Information Systems (Network Data Systems)

	CONTINUITY COMMUNICATIONS AND INFORMATION SYSTEMS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	NETWORK DATA SYSTEMS
(A sampling of the types of network services utilized in support 

of MEF execution is listed below)

	Security                 Requirement


	Recovery Point Objective (RPO)

	
	
	0 - 12 hrs
	13 – 24 hrs
	Days 2 - 10
	Days 11 - 30

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Table 6: Vital Records 

	VITAL RECORDS – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Category
(Emergency Operating Record (EOR) / Rights and Interests (R&I))
	Type
(Manual, Publication, Document, Database)
	Title / Description

	Security Classification

	Storage Location 

	Alternate Storage Methods


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 


Table 7: Office Equipment and Supplies 

	ESSENTIAL EQUIPMENT & SUPPLIES – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Item Description
	Quantity Required
	Security Requirement
	When Required  (Day 1, 2, 3, …30)
	Can Item Be Shared (Yes/No)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table 8: Partners and Interdependencies 

	PARTNERS AND INTERDEPENDENCIES – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Partner 
	Input to Critical Task
	When Required 
(Day 1, 2, etc)

	
	
	

	
	
	

	
	
	

	
	
	

	 
	
	

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Table 9: Contract Services and Support
	CONTRACT SERVICES AND SUPPORT – Business Process Analysis Information (BPA)

	Mission Essential Function: 

	Output (Critical Task):

	Contract # / Vendor 
	Company POC 

	Service Provided
	COTR
	When Required 
(Day 1, 2, etc)
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