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Small Business Preparedness and Continuity Plan Checklist

1. Emergency Contact & Communication
1 Develop and maintain an up-to-date list of emergency contacts for:

Key employees
Vendors/suppliers

Utility companies

Local emergency responders

O O O O

1 Designate a primary & secondary emergency contact for your business
[ Establish internal communication methods (text chains, Slack, WhatsApp)
[ ldentify a communications lead for social media and public updates
1 Pre-draft messaging for employees and customers in various scenarios
2. Critical Operations & Business Continuity

[ Identify essential business functions and critical operations (e.g., payroll, order
fulfillment)

1 Develop a step-by-step continuity plan for restoring operations after an
emergency

1 Designate backups for key roles and responsibilities
1 Create a “Go Kit” with:
USBs or cloud backups of critical files

Insurance, lease, tax ID, payroll data
Contact lists, vendor agreements, check stock

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.



Disaster Preparedness S
Emergency Planning Resources  S5QRSIA

3. Data & Records Protection
1 Back up all critical data and systems daily (cloud-based or off-site)
[1Store paper records (if any) in a fireproof, waterproof location
1 Document key software licenses, passwords, and login procedures
[ITest access to systems remotely at least quarterly

4. Physical Site Safety
[J Conduct a hazard assessment of your facility:

o Electrical, water, fire, security risks
o Accessibility in emergencies

1 Create evacuation and shelter-in-place plans
1 Post floor plans, exits, and emergency instructions in visible locations
[ Train employees on safety protocols at least annually

5. Insurance & Financial Readiness

1 Review and update business insurance annually (general liability, business
interruption, cyber)

[ Know what documentation your insurer requires after a disaster
1 Maintain at least 3-6 months of operating expenses in reserve (if possible)

1 Understand SBA disaster loan eligibility and application processes

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.
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6. Supplier, Vendor & Customer Relationships
1 Create a list of priority vendors and contact protocols
1 Have alternate suppliers for critical goods/services
I Notify customers of delays or disruptions with pre-drafted messages
1 Coordinate with local chamber or EDO for mutual aid and updates
7. Employee Training & Engagement
[1Assign roles for each team member during a disaster
[0 Conduct at least one annual disaster drill or simulation
L Train on:
o [Evacuation procedures
o Databackup and equipment handling
o Communication expectations during emergencies
8. External Coordination & Resources
1 Register with local emergency alert systems (city/county/state)
1 Build relationships with:
o Localemergency management agencies
o Chamber of commerce disaster response team
SBA and SBDC contacts

1 Familiarize yourself with:

o SBA Disaster Assistance Hub
U.S. Chamber Foundation Disaster Help Desk

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.
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o Georgia Chamber resources

9. Recovery & After-Action Planning

1 Develop a post-incident recovery checklist

1 Designate a recovery coordinator

L1 Document losses and lessons learned

1 Update your continuity plan based on what worked and what didn’t
Recommended:

[ Cybersecurity plan

1 Pandemic or public health protocol

1 Remote work policy and equipment tracking

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.
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Disaster Supplies Checklist

Basic Emergency Supplies (Per Person or Workstation)

Item

Bottled water (1 gal/day/person)

Non-perishable food (energy bars,

etc.)

Flashlight with extra batteries
First Aid Kit
Dust mask/N95 respirator

Hand sanitizer/wipes

Portable phone charger/powe
bank

AM/FM emergency radio
(battery/solar)

Whistle (for signaling)

Duct tape & plastic sheeting

Documentation & Supplies

Item

Printed copy of emergency plan

Employee contact list

Insurance policy & account numbers

USB/hard drive with backups
Spare keys/access codes
Cash (small bills)

. Restock
Quantity Notes Date
3-day Essential for hydration
supply
3-day Rotate every 6 months
supply
1+ Prefer LED or crank-style
1 Include gloves, bandages,

meds
1/person Protects against
P debris/smoke
Adequate Hygiene necessity
' 1/device Keep fully charged
1 Prefer NOAA-enabled radio
1 Use in case of entrapment
e For temporary shelter/seal-
offs
Format Notes
Paper Include contacts, evacuation map
Paper/Digital = Offsite access needed
Paper/Digital Include business interruption
Digital Securely encrypted preferred
Physical Store securely
Physical For temporary transactions

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.
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Facility & Safety Tools

Item Notes

Fire extinguisher (ABC-rated) One per zone

Safety goggles & work gloves For debris handling
Emergency lighting (lanterns) Battery or rechargeable
Utility shut-off tool For gas/water if necessary
Wet/dry mop, absorbent materials For post-flood cleanup

Personal Comfort & Shelter

Item Quantity Notes

Blanket or emergency foil blanket 1/person Compact and heat-reflective
Change of clothes 1/person Include warm items & socks
Toiletries & feminine hygiene Adequate Travel-size preferred

Trash bags 2+ For sanitation & storage
Sleeping pads / mats Optional For overnight shelter-in-place

Storage & Maintenance
[ Store kit in a clearly marked, accessible location
[ Label kits with “Last Checked” and “Next Update” dates
1 Restock expired items quarterly or after any incident

1 Encourage businesses to store kits in both office and vehicle

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.
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Insurance and Documentation Log

Purpose: Maintain an organized record of all critical documents, insurance policies,
registrations, and compliance records, with a focus on backups, secure storage, version

control, and annual updates.

Step 1: Document Inventory Table

Document
Name

General
Liability
Policy

Workers’
Comp Policy

Business
License &
Registration

Articles of
Incorporation

Lease/
Property
Agreement

Tax ID & IRS
Letters

Vendor
Agreements

Bank
Account
Access Docs

Type
(Insurance,
Legal, etc.)

Insurance

Insurance

Legal

Legal

Contract

Financial

Contract

Financial

Format
(Digital/
Paper)

Both

Digital

Both

Digital

Both

Digital

Digital

Paper

Renewal/
Review

Last
Updated

Backup
Location(s) Due
Cloud +

Fireproof

Safe

External

Drive +

Email

Local

Server +

Filing

Cabinet

Google

Drive +

Legal

Binder

Dropbox +
Office Safe

Cloud +
Printed
Copy
Contracts
Folder
(Server)

Secure File
Cabinet

Owner / Point
of Contact

CFO/
Business
Manager

HR Manager

Compliance
Officer

CEO /Admin

Ops Manager

Accountant

Procurement
Lead

Controller

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.

Please contact FEMA, GEMA, or your local EMA for official guidance for your region.
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Step 2: Backup & Storage Checklist
1 Maintain both digital and hard copies of all essential documents
[] Store physical copies in:

o Fireproof/waterproof safe
o Off-site backup location

[ Store digital copies in:
o Encrypted cloud service (e.g., Google Drive, OneDrive, Dropbox Business)
o External hard drive (stored separately)

o Password-protected shared folder (internal use)

1 Use unique file naming conventions with date/version (e.g.,
LiabilityPolicy_2025_v2.pdf)

1 Regularly test access to cloud and backup systems

Step 3: Insurance Policy Best Practices
1 Review insurance coverage annually with agent or broker
I Confirm current coverage includes:

Property damage

Business interruption

Cyber liability
Flood/fire/other local risks

© © (of e

[1Record policy numbers, agents’ contact info, and claims procedures

1 Keep a summary of coverage limits and deductibles easily accessible

Disclaimer: This checklist is a general resource from the Georgia Chamber of Commerce.
Please contact FEMA, GEMA, or your local EMA for official guidance for your region.



