
Business owners, like you, invest a tremendous amount of time, money and resources to make their ventures successful. While the 
importance of emergency planning may seem obvious,  it’s often put on the backburner for more immediate concerns. Being  
prepared can mean the difference  between staying in business or shutting your doors following  a disaster. The consequences  
of not being prepared can mean more than property loss – it can mean the loss of a business, jobs and economic well-being.

No matter what field you’re in, one in four companies experiences a natural disaster or other  
emergency, like fire, flood, earthquake, tornado, hurricane, severe storm, blizzard, power outage, cyber breach, theft, etc.*

Just think about the financial impact of a disruptive event.
You can use this checklist to develop a disaster ready plan for your business. A good plan really comes down to looking out for your 
operations, employees and customers.

Operations 
This is your business: Be proactive, not reactive. Keep your business operational if a catastrophe strikes.

Do you have a plan in place to keep your company running if your location becomes permanently or temporarily unavailable because 
of an emergency or disaster? Mobile and remote access to your most important files is critical if you’re not able to get into the office.

  Completed In Progress Not Started 

Provide status on whether your business is open.    

Ensure your team has access to business applications      
and the web from virtually anywhere.

Maintain the functional business processes necessary to      
continue your day-to-day operations.

How will you continue to generate revenue?    

Identify a place where you and your employees can conduct business      
if your location is closed. Mobile access to files is critical.

Can you quickly deploy applications from your original physical     
 environment for remote access?

Are your important electronic files backed up to a secure, remote location?    

Track inventory and customer service status.    

Maintain audits and compliance.    

Do you have a 24/7 technical support solution to handle any IT issues?     

Find out how our cloud solutions, mobility applications and mobile network can help empower  
your business continuity plan. Talk with your AT&T small business expert today. 

*AT&T ranked #1 in Gartner “Critical Capabilities For U.S. Wireline Telecom Services,” by Bill Menezes, Robert F. Mason, May 14, 2013.

Stay in command  
of your business.
Help keep all systems go with this planning checklist from AT&T.

COMPANY

CONTACT NAME

CONTACT PHONE

EMAIL



Employees
How do you stay in contact with your employees during a disaster? Help protect your team – and give them the tools they need 
to get the job done.

  Completed In Progress Not Started 

First, ensure your employees are safe. You’ll want to have an action plan    
in place where employees check in with you. 

Do your employees have mobile or remote access to email and the day-to-day   
files they work on to keep your business open?

In the event of a disaster, create a plan to provide direction via mobile phone or    
email – and help your employees conduct business from wherever they are. 

Have you provided your employees with mobile devices and a means of    
communication to stay connected with customers and each other? 

Gain a presence indicator to show status of employees.    

Come up with a sensitivity plan for how employees will handle customers    
also affected by the disaster.

What’s the plan for employees returning to work?    
Where and how will they receive this information?

Do your employees have the business technologies (like mobility applications)    
they need on their mobile phones, laptops and tablets to keep things going?

Customers
Provide the best level of customer service possible in the event of a disaster or other emergency.

  Completed In Progress Not Started 

Ensure you’re still able to provide customers with information about your business      
and products. Does your company have an up-to-date website? 

How will you let customers know about the status of your business?     
Consider an announcement on your website, a voice recording or email blast.

Designate who will contact key customers and vendors.    

Is customer data protected and intact? Do you have access to this critical data?    

Assess whether remotely stored customer data and files have been compromised.    

Decide what level of service you’ll be able to provide to your customers.     
How will you achieve this?

Come up with alternative ways customers can contact you.    

Do you have a remote solution for billing and collecting payments from customers?     

Be a good corporate citizen and provide resources for disaster assistance.    
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Find out how our cloud solutions, mobility applications and mobile network can help empower  
your business continuity plan. Talk with your AT&T small business expert today. 
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