
Business Preparedness Training 
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Plan to Stay in Business 
 

• Identify an alternate location for your operations 

– Consult with Chamber or realtor for options  

 

• Assign a primary crisis manager 

 

• Identify a secondary emergency contact 

 

TIP:  Use a POST OFFICE BOX to ensure you ALWAYS have an 
operable address.   
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Emergency Contact Information 

• Reserve 911 for immediate emergencies 

 

• Become familiar with your local resources: Medical, 
police, fire and EMA 

 

• Refer to “County Emergency Resources” on back cover 

 

TIP: Program these contacts into cell phones and set up speed dial on 
land lines. Copy for all staff. 

 

West Alabama Regional Commission
!

!

!

! !

!

!

!

W

TSE
A A

A
M

AL B

R
E

OI
G

N
A L C O M M IS

S

IO
N

Tuscaloosa

Lamar

Fayette

Pickens

Green e

Hale

Bibb



West Alabama Regional Commission
!

!

!

! !

!

!

!

W

TSE
A A

A
M

AL B

R
E

OI
G

N
A L C O M M IS

S

IO
N

Tuscaloosa

Lamar

Fayette

Pickens

Green e

Hale

Bibb



West Alabama Regional Commission
!

!

!

! !

!

!

!

W

TSE
A A

A
M

AL B

R
E

OI
G

N
A L C O M M IS

S

IO
N

Tuscaloosa

Lamar

Fayette

Pickens

Green e

Hale

Bibb



West Alabama Regional Commission
!

!

!

! !

!

!

!

W

TSE
A A

A
M

AL B

R
E

OI
G

N
A L C O M M IS

S

IO
N

Tuscaloosa

Lamar

Fayette

Pickens

Green e

Hale

Bibb



Planning for an Emergency 

• Plan to Stay in Business 

 

– Identify natural and man-made disasters that could affect 

your business 

– Complete the “Risk Assessment Survey” worksheet in 

TAB 2 

– Know what to expect from disaster assistance and flood 

insurance, see materials in TAB 2 
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TAB 2: Assessment Survey 
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TAB 2: Flood Insurance vs. Disaster Assistance 
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Planning for an Emergency 

• Create an Emergency Planning Team 

– Identify those that will participate in emergency 

planning (Owner, manager, key staff)  

– Refer to “What are the Costs?” planning options 
in Tab 2  

• Plan to Coordinate with Others 

– Coordinate with neighboring businesses for 
safe harbor and access to communications and 
other resources after a disaster 
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TAB 2: What are the costs? 
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Our Critical Operations 

• Prioritize a list of critical operations, staff, and procedures 
needed for response and  recovery: 

– Assess damages 

– Finances/Payroll 

– Notify customers/clients of status 

– Choose insurance and assistance options (FEMA, 
SBA) 

–  use “Insurance Discussion form” in TAB 3 

–  Implement relocation plan if needed 

  

TIP:  Whether you own or lease - Use photos to inventory building and 
contents when filing for insurance and other assistance 
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TAB 3: Insurance Discussion Form 

 



Suppliers and Contractors 

• Maintain a list of alternate suppliers and contractors for 
your business, use list format in TAB 3 

 

• For repairs to facilities, list preferred and alternate contacts 
for electrical, plumbing, roofing, general construction 

 

• If leasing space, coordinate with owner for repairs and 
needed documentation 

 
 

TIP: Use your local Chamber of Commerce, Industrial Development Board or 
Authority, and WARC’s Manufacturing Directory at www.warc.info 
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TAB 3: Vendors & Contractors 
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Evacuation Plan 

 Develop evacuation and shut-down procedures: 

 

1. Use a NOAA Weather Radio if access to television and 

radio is not available – assign a staff person to monitor 

2. Identify an assembly site - a nearby public space and 

alternate site farther away 

3. Assembly site manager and alternate -Relay information 

and contact off-site employees 

4. Shut down manager and alternate - General shutdown 

procedures Refer to “Secure Your Equipment” 

instructions in TAB 4 

5. Identify individual responsible for issuing all clear 
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TAB 4: Secure Your Equipment 
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Shelter in Place Plan 

• Develop a plan to shelter in place for 
thunderstorm, tornado, and earthquake 
– Use the “Supply Kit Checklist” and “Make a Shelter 

in Place” tips in TAB 4 

1. Use a NOAA Weather Radio if access to 
television and radio is not available – assign a 
staff person to monitor 

2. Select safest location in building: Basement or 
interior room 

3. Seal the room if needed –seal doors, window, 
vents, air return 
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TAB 4: Supply Kit Checklist 
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TAB 4: Shelter in Place 
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4. Select shelter location and alternate – lowest 
floor, interior room, fewest windows 

5. Assign shut-down manager and alternate  

• refer to “Secure your Equipment” 
instructions in TAB 4 

• Refer to “Install a Generator for Emergency 
Power” information sheet in TAB 4 

6. Identify individual responsible for issuing all 
clear 

 

Shelter in Place Plan 
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TAB 4: Install a Generator 
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Communications 

• Communicate emergency plans 

– Prepare a “Crisis Communications Plan” to contact 

employees – See plan suggestions in TAB 5 

– Provide plan details at staff meetings 

– Review plans and test regularly 

 

• Post-disaster communication 

– See “Contact and Information Centers” flowchart in 

TAB 5 
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TAB 5: Crisis Communications 
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Communication flow chart  
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Cyber Security 

• Keep anti-virus software updated 

• Refer to “Secure your Equipment” instructions in 

TAB 4 

• Explore Cloud service back-up 

• Use “Computer Inventory Form” in TAB 5 to list 

computers and hardware 

• Refer to your “County Emergency Resources” list 

for cyber protection, recovery and data back-up 

companies 

• Secure back-up computers at an alternate 

location 
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TAB 5: Computer Inventory 
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Records Back-up 

• Assign staff responsible for backing up critical records and 

computer back ups 

 

• Designate secure on-site and off-site back-up records 

locations 

 

• Back-up accounting and payroll records for continuity 
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Employee Contact Information 

• Secure list of co-workers and their individual emergency 

contact information 

 

• List multiple methods of contact 

 

• Include family member contacts 
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Annual Review 

• Schedule annual or semi-annual disaster plan tests 

 

• Use tests to review and refine your emergency plans 

 

• Participate with your Local Emergency Planning 

Committee (LEPC).  Contact your county EMA director.                                    
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ADDITIONAL RESOURCES 
Sample EMERGENCY RESPONSE PLAN 

http://www.ready.gov/sites/default/files/documents/files/EmergencyResponsePlan.

pdf 

   

Sample BUSINESS CONTINUITY PLAN 

http://www.ready.gov/sites/default/files/documents/files/BusinessContinuityPlan.p

df 

   

Apply for Disaster Assistance Online 

http://www.disasterassistance.gov/ 

 

Small Business Administration   

http://www.sba.gov  

Birmingham District Office 801 Tom Martin Drive Suite #201  

Birmingham, AL 35211 United States 

Phone: 205-290-7101  

Fax: 205-290-7404  

 

http://disasteresource.com/ 

 

http://www.disaster-resource.com/# 
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Contact Us 

West Alabama Regional Commission 

205/333-2990 
 

Cory Johnson : Extension 219 

 

Max Snyder : Extension 237 
 

 

 

www.warc.info 
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