Planning for impact of pandemic influenza on your business
	 Tasks
	√
	Planning Notes

	Identify a pandemic coordinator and/or team with defined roles and responsibilities for preparedness and response training.

· Contact ____________________
· Phone_____________________

· Email_____________________

· Alternate Phone_______________
	
	

	Identify essential employees and other critical job elements that are required to maintain business operations and functions.

· Critical job elements

· Employees responsible for critical job 
operations
	
	

	Train and prepare secondary workforce.

· Contractors

· Employees in other job titles/ descriptions

· Retirees
	
	

	Develop and plan for incidences that can result in an increase or decrease in demand for your products during a pandemic.

· Need for hygiene products

· Decrease in mass gatherings
	
	

	Identify the financial impact that a pandemic could have in various sectors throughout your business.

A.______________________________

B.______________________________

C.______________________________


	
	


	Establish / review an emergency communications plan and revise periodically. 
· Last date of review ________________

· Next review ______________________
	
	

	Include in your emergency communications plan:

· Key contact person ___________________ 

· Alternate ___________________________
· Chain of communication (with suppliers and customers.)
	
	

	· Conduct a mock drill of the emergency plan that involves all of the company employees / staff / contractors, etc
	
	

	Conduct a review the mock drill by the planning committee and revise the plan as needed.
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