Business Continuity and Disaster Recovery Plan
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Set recovery times from the firm’s own needs. The times below are examples to replace.]
	Item
	Entry

	Document
	Business Continuity and Disaster Recovery Plan

	Owner
	[Name, Title]

	Applies to
	[All partners, staff, contractors and interns of [Firm Name]]

	Review cadence
	Annually, and after any test or event

	Last reviewed
	[MM/DD/YYYY]



1. Purpose and scope
The plan keeps [Firm Name] able to serve clients and meet filing and reporting deadlines when an event stops normal operations, such as a fire, flood, cyber event, loss of a key system, loss of a key person or a pandemic.
2. Critical functions and recovery targets
	Function
	Systems needed
	Maximum tolerable downtime
	Data loss tolerated (RPO)
	Recovery owner

	Client communication and email
	[System]
	[4 hours]
	[1 hour]
	[Name]

	Tax software and e-file
	[System]
	[24 hours in season]
	[4 hours]
	[Name]

	Document storage and client portal
	[System]
	[8 hours]
	[4 hours]
	[Name]

	Accounting and billing
	[System]
	[2 days]
	[24 hours]
	[Name]

	Payroll and payments to staff
	[System]
	[Before next pay date]
	[24 hours]
	[Name]

	
	
	
	
	



3. Activation and roles
	Role
	Name
	Backup
	Responsibilities

	Plan coordinator
	[Name]
	[Name]
	Declares an event and leads the response

	IT recovery lead
	[Name]
	[Name]
	Restores systems and data

	Client communications
	[Name]
	[Name]
	Contacts clients and regulators

	Facilities and people
	[Name]
	[Name]
	Safety, workspace, accounts for staff



4. Response steps
1. Make sure people are safe.
1. The coordinator declares an event and starts the call tree.
1. Assess damage and choose: wait, work remotely, or move to the alternate site.
1. Restore critical functions in the order of the table above.
1. Tell clients with upcoming deadlines what to expect, and file extensions where needed.
1. Record decisions and costs; notify the insurance carrier.
1. Return to normal operations and hold a review within [30] days.
5. Data backup and restore
	Data set
	Backup method and location
	Frequency
	Last restore test
	Result

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



6. Alternate work arrangements
	Item
	Entry

	Remote work capability
	[Secure remote access, devices, who has them]

	Alternate site
	[Location and arrangement]

	Phones and mail
	[Forwarding arrangement]

	Key person coverage
	[Named deputies for each partner and key staff]

	Physical records
	[Storage, scanning status]



7. Call tree
	Name
	Role
	Mobile
	Personal email
	Calls

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



8. Testing
The firm tests the plan at least [annually], including a restore test and a call tree check, and records the result.
Version history and approval
	Version
	Date
	Change
	Approved by

	1.0
	[MM/DD/YYYY]
	Initial adoption
	[Name, Title]

	
	
	
	



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
