	Sample: Continuity of Operations (COOP) Support Documents



The following plans, procedures, and checklists are support documents which record the operational processes and implementation actions required to execute a COOP Plan. A viable COOP capability is dependent upon the following:

· Maintained a high-level of readiness; 

· Capable of implementation both with and without warning; 

· Operational no later than six hours after activation; 

· Maintain sustained operations for up to 30 days; and,

· Take maximum advantage of existing government infrastructures. 

When developed, these documents will ensure that a comprehensive and viable COOP program is in place and capable for execution. These documents will ensure that the organization is able to perform its mission essential functions in all-hazard scenario independent of their primary operating facility. As always, each organization will have to make an independent determination of what documents are applicable to their specific COOP program and their unique organization operations and functions. Recommended support documents include, but are not limited to the following: 

· COOP Alert and Notification Checklist and Procedures

· COOP Activation Checklists and Procedures

· Site-Support Procedures (for each individual site option)

· Resource Acquisition Standard Operating Procedures (SOP)

· Building Evacuation Plan

· Assembly Site(s) and Deployment SOP

· Family Preparedness Plan

· Protection and Safeguarding of Vital Records and Databases

· Order of Succession Implementation in Emergency Conditions SOP

· Communication to Critical Customers SOP

· Contingency Procedures for Availability of Vital Records and Databases

· Annual Review and Remedial Action Plan

· Pre-positioned Resources and Drive-away Kit Standards

· Advance Team COOP SOP

· COOP Team SOP

· Office Complex Vulnerability Assessment

· Organizational Work Unit COOP Implementation Plans

· Relocation Group Rosters and Updates

· Logistics Mobile Communications Support SOP
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