Disaster Recovery Plan (DRP) 
Outline Templates
I. Purpose Statement 

(e.g., to provide established procedures for surviving/ recovering from a disastrous event in order to reestablish normal business operations)

II. Scope of Procedures 

(To whom and what do the procedures apply?)

III. DRP Planning Assumptions

IV. Organizational Process for Developing, Approving, and Updating of the DRP

V. DRP Procedures:

A. Normal Operating Procedures

1. Standard Operating Procedures/Operational Instructions

2. Backup Procedures

3. Disaster Prevention Measures

B. Procedures Used during a Disaster

1. Emergency Notification Procedures

2. Safety Procedures for On-Site Personnel during a Disastrous Event

3. Continued Operations Procedures for Critical Functions

4. Procedures for Maximizing Protecting/Minimizing Disruption to Critical Assets

C. Post-Disaster/Recovery Procedures

1. Procedures for Damage Assessment

2. Procedures for Short-Term, Medium-Term, and Long-Term Outages

3. Recovery of Organizational Assets

a. Facilities

b. Communications

c. Hardware

d. Software

e. Databases/Data Files

f. Operational Functions

g. Customer Services

h. Other

4. Critical Systems and Prioritized Order of Recovery

5. Alternative Plans for Continuity of Operations

6. Alternate Operational Sites/Hot Sites

a. Remote Management Services

b. Vendor Consignments

c. Other

Appendix

Appendix A: References

Appendix B: Organizational Process for DRP Testing

Appendix C: Risk/Business Impact Assessment of the Organization

Appendix D: Memorandums of Agreement

Appendix E: Inventories

• Telephone Contact List/Employee Recall Roster

• Customer Lists/Distribution Lists

• Documentation (Critical Information, Forms, Policies/Procedures/Checklists)

• Equipment (Hardware, Software, Communications/Telephone, Photocopiers/Facsimile machines, etc.)

• Property Book Inventories/Office Supplies

• Off-Site and Temporary Storage Site lists

Appendix F: Associated Service and Maintenance Costs

• Recovery and Backup Services and Equipment Fees

Appendix G: DRP Training and Awareness Program

