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CORPORATE CONTINGENCY PLAN
Contingency Plan for BCSC/Alternates
Describes the role of the BCSC at the time

of an event.  The plan addresses procedures
for activating the ECC and the communication

process throughout the recovery effort.

SITE PLANS
Contingency Plan for Support Services

(Office Services and Information Technology)
Addresses the role of the support services departments at the

damaged site and recovery sites.  The plan includes site
specific information and identifies departmental critical

functions and contacts.

DEPARTMENT PLANS
Contingency Plan for Departments

(Managers and Supervisors)
Detailed business recovery plan for each department.
The plan defines the department’s critical functions,

staff assignments, alternate work locations, and other
pertinent information related to restoring business

operations.

SERVICE CENTER PLANS
Contingency Plan for Departments within

the Service Centers
Detailed business recovery plans for each

department within a Service Center.  The plan
outlines the role of the GMs, includes site specific

information and identifies departmental critical
functions and contacts.

BUSINESS CONTINUITY
WALLET CARD

Contingency Plan for Associates
Defines the actions to be taken by

associates following a disaster while at
work and while away from work.

CGC’s CONTINGENCY PLANS
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Initial Notification Tools

• BCSC Blast-Up
– 1-way communication to BCSC
– Phone system calls BCSC members at home/work and connects to BCSC bridge
– Facilitates event discussion and management

• Envoy 
– 2-way messaging (acknowledge reporting/limited communications with yes/no questions)
– Notification from the BCSC

• CGC Hotline
– 1-way messaging from BCSC
– Uniform message updating all associates and family members on event status
– Accounting for associates access

• Public Relations (PR) and Web Communications Plan
– 1-way messaging from the BCSC
– Used to update associates and clients on an event and ensures uniform information across 

our intranet and internet sites
– Accounting for associates access to database

• Call Lists
– 2-way communication to associates
– Used to notify associates of an event
– Enables 2 way discussion
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Additional Communication Tools

• Accounting for Associates
– 2-way communication or messaging
– Used to account/gather information from associates
– By site or region

• E-mail/PhoneMail Distribution Lists
– 1-way messaging
– Notification from the BCSC

• Department Hotlines
– 2-way messaging
– Messages updating associates from a particular department with specific information 

regarding an event
– Ability to leave messages to and from associates

• Conference Bridges
– 2-way communication
– Used by Teams/Groups to facilitate discussions
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Envoy – Automated Notification System: Administration
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Envoy – Automated Notification System: Reporting
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Envoy – Automated Notification System: Reporting
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CGC Emergency Hotline
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Public Relations (PR) and Web Communications Plan



8/12/2005 14

Public Relations (PR) and Web Communications Plan
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Business Continuity Call List
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Accounting for Associates – Data Entry
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Accounting for Associates – Reporting
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