
DOWNTOWN HAGERSTOWN 
BUSINESS BLUEPRINT

M E E T  O U R  N O V E M B E R  S P E A K E R  P A N E L
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Entrepreneurial Success --- Business 
Planning, HR, Accounting, Insurance, 
Marketing, and Employee Training

USMH MAIN BUILDING ROOM 433
3 2  W  W A S H I N G T O N  S T ,  H A G E R S T O W N ,  M D  2 1 7 4 0

Your Guide to Success

N O V E M B E R  A G E N D A :
8:30-8:35 a.m.     Julie Rohm – Chair of The Greater Hagerstown Committee’s
   Downtown Enhancement Committee - Welcome
8:35-8:50 a.m.     Herb Melrath – SBDC Services & Business Planning
8:50-9:00 a.m.     Tereance Moore – Human Resources Best Practices
9:00-9:10 a.m.     Steven Stitely – Accounting, Taxes, and Payroll Overview
9:10-9:20 a.m. Steve Swayne – Insurance Needs for New Businesses
9:20-9:30 a.m. Kelsi Palmer – Promotion and Marketing Advice
9:30-9:45 a.m.     Randy Scott – Training Your Employees for Success
9:45-10:00 a.m.  Q&A 

Register via Eventbrite: https://www.eventbrite.com/e/downtown-
business-blueprint-your-guide-to-success-november-tickets-1000156674537 
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U S I N E S S 
E R V I C E S 

"Small-business owners devote anywhere from 21 to 120 

hours a year to keeping up their books and taxes/"
1 

That's a lot of time that could be better spent develop­

ing your business, managing your team, and enjoying l ife! 

"60 percent of small-business owners feel they are not very 

knowledgeable about accounting and f,nance."2 

If you are ready to delegate the workload so that 

you can focus more on areas of your own expertise, 

then consider the following Business Services: 

Small Business Accounting 

Payroll 

QuickBooks 

Succession Planning 

New Business Formation 

Non-Profit Organizations 

'https://nsba.biz/wp-content/uploads/2018/04/Tax-Survey-2018.pdf 
2https://learn.g2.com/accounting-statistics 

C O A C H I N G 
S E R V I C E S 

For those times when DIYers need occasional

training and support from the experts, the 

following Coaching Services are offered for business 

owners: 

Accounting Boot 

Camp-Whip your books 

into shape and gain 

confidence in understanding 
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your business's financial forecast. 

Profit First-Maximize 

profit when implementing this 

cash flow management system. 

Webinars-Stay abreast of 

timely and topical tax and 

financial changes broadcast 

via Zoom. 

For details on Coaching Services, visit: 

https:// sau nde rs tax. com/services. ph p 

l[ 
Saunders 

TAX & ACCOUNTING 

18710 Crestwood Drive 
Hagerstown, MD 21742 

Tel: 301-714-2071 
Text: 240-329-4030 

Email: mailbox@saunderstax.com 
www.saunderstax.com 

Less Taxing Life. 

More Prosperous Solutions. 
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Saunders 
TAX & ACCOUNTING 















CC I T Y  O F  H A G E R S T O W N   
 DDepartment of Community & Economic Development  IInvestHagerstown..org  

Main Street Startup Grant Guidelines 
 

The City of Hagerstown has developed an incentive program to revitalize vacant storefronts 
within the designated Main Street District, 

 and lower the barriers that may prevent entrepreneurs from opening a small business to 
increase their chances of success in the early stages of operation.  
 
Guidelines:  

 Grants shall be awarded under the Main Street Startup Grant Program up to maximum 
of $50,000, with no minimum amount required. A cross-department Review Committee 
will use the following criteria in determining grant eligibility: 

o Applicant/Project Need, 
o Viability of Business Plan/Business Experience & Capacity, 
o Economic Impact of the Project, 
o Proximity to Public Square, 
o Renovation Budget, 
o Square Feet Being Leased,  
o Length of Prior Vacancy. 

 The program will consist of two main components that can be combined – Business 
Rental Assistance and Small Business Improvements. 

 Business Rental Assistance will provide up to six (6) months of business rental 
expenses paid directly to the landlord with a commitment from the business to occupy 
the space for a minimum of one (1) year. 

 Small Business Improvements will require a 1:1 match from the applicant completing 
the project. Example: A $10,000 grant would require a match of at least $10,000 for a 
total project cost of $20,000. 

 Funds may be used for the renovation/fit-out of an eligible space, the purchase of 
furniture, fixtures, and equipment, and business marketing/promotion services. 

 Applicants must be the party responsible for the costs of the improvements. 

 Applicants may apply for up to $50,000 per business. A building may be eligible for 
more than one grant if the building contains multiple vacant commercial spaces, each to 
be occupied by separate businesses. No more than three (3) storefronts will be eligible 
within a single building. 
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 A project may be defined as “in planning”. In-progress or completed projects are 
ineligible. Project must start within 3 months of approval, and lease must not be signed 
prior to 9/1/2024.  

 Property location/project must be located within the designated Main Street area of the 
City of Hagerstown. 

 Timeline must show completion of project, as described by the applicant in the 
Application and Development Plan, no later than 10/15/2025. 

 Applicants may apply and utilize other grant and incentive programs, such as Invest 
Hagerstown, but must provide unique expenses/receipts for each program used. 

 All upgrades must be performed to City Code and will be regulated through the City’s 
Planning and Code Administration Department. 

 All projects shall comply with Federal, State and Local codes, laws and ordinances. 

Eligible Applicants: 

 Retail/Restaurant-based businesses such as Specialty/Unique Retail, Apparel Store, 
Entertainment or Experience related business, Food and Beverage Establishment, 
Bookstore, Boutique, etc. 

 New and existing business owners seeking to open or expand their businesses into 
currently vacant storefronts within the City’s Sustainable Communities Area. 

 Eligible spaces are defined as currently vacant commercial tenant spaces, or a space 
where a property owner has received a notice to vacate. 

 A signed letter of intent or draft/signed lease is a required attachment. Applicant must 
demonstrate they are responsible for the expense of the scope of work proposed. 

Ineligible Applicants: 

 Non-vacant storefronts 

 Non-profit businesses or organizations 

 Office Based Businesses or Personal Care Service Businesses (e.g. salons, barbershops, 
massage) 

 Façade & signage improvements, except the replacement of exterior storefront doors 
and windows, are ineligible for funding and/or match requirements. 

 Grants will not be provided for properties containing certain types of businesses, 
including: pawn shops, gun shops, massage parlors, adult video/book shop, adult 
entertainment facilities, tanning salons, check-cashing facilities, gambling facilities, 
tattoo parlors, liquor stores. 

 Individuals, businesses, and properties not in Good Standing with the City of 
Hagerstown or State of Maryland will not be considered.  
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Application Process and Requirements: 
1. Complete the Main Street Startup Grant Application and provide all required

attachments.

2. Return completed application and required attachments via email to
dced@hagerstownmd.org, or in person/mail to 14 N. Potomac Street, Suite 200A,
Hagerstown, MD 21740. 

3. All applications and supporting documents must be submitted for consideration no 
later than 9/1/2025.

4. All grants are subject to funding availability.

5. All applications shall be reviewed and approved by a cross-department review 
committee, and are reviewed on a first-come, first-served basis.

6. The Review Committee will review the application and supporting documents to 
determine the eligibility and level of funding that may/may not be awarded.

7. Approved applicants will receive a Subrecipient Agreement, Rental Assistance Form, 
and Letter of Commitment from the City of Hagerstown which may be used to assist in 
financing the project.

8. Grants will be paid following the completion of an approved project and submission of 
final receipts for the approved scope of work/intended purchases.

9. The City will issue a 1099 form following grant disbursement, and the grant may be 
taxable based on that year’s State and Federal tax guidelines.

10. Once a project is approved, any changes in the scope of timeline will require the project 
to be resubmitted for determination of continued eligibility.

11. A signed lease showing a minimum duration of one (1) year or longer.

12. Additional project information may be requested at any time during the process.

Please direct questions to: 
Department of Community & Economic Development 

 City of Hagerstown 
14 N. Potomac, Suite 200A, Hagerstown, MD  21740 
Phone:  301-739-8577 ext 111   Email:  dced@hagerstownmd.org 
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C I T Y  O F  H A G E R S T O W N  14 N. Potomac, Suite 200A 

Hagerstown, Maryland 21740 
 

301-766-4171 
 Department of Community & Economic Development 

 
InvestHagerstown.org 

MAIN STREET STARTUP GRANT 
Application Form 
 

Property Information 

Property Address: __________________________________, Hagerstown, MD   Zip: ____________   

Applicant Information:  

Name: ______________________________________________________________ 

Company: ___________________________________________________________ 

Address: ____________________________________________________________ 

City: _______________________ State: _______________ Zip Code: ___________ 

Phone: _______________ Email: _________________ Website: ________________ 

 
Are you a For-Profit Business?  (Yes / No) 
 
Have You Received Project Restore Funds In The Past?  (Yes / No) 
 
Project Information 

Expected Start Date:  ____________________ 
Expected Completion Date:  ____________________ 

 

Total Project Cost:  $______________   
Grant Request Amount (Max $50,000):     $_____________ 

Project Square Feet: __________ sqft 
 
Has the property been vacant, and if so, for how long?  (Yes / No) 
Vacant Since _______(month/year) 

Terms of Lease: 

Lease Start Date: ______________Number of years: _______  

How many new jobs will be created within 2 years of the project’s completion?  ____ new jobs 
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Proposed Project Expenses 

 Sources of Funds (1:1 Match) 

Item Total Business Owner Grant Funding 
Electrical Upgrades    

    

    

Plumbing Upgrades    

    

    

Bathroom Upgrades    

    

    

HVAC Upgrades    

    

    

Accessibility Upgrades    

    

    

Marketing    

    

    

Business Rent    

    

    

Other    

    

    

    

    

GRAND TOTAL    
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Required Attachments: 
 

ALL APPLICANTS: 

 Narrative Description of Project (Development Plan) to Include: 
o Description of the Project including renovations, improvements, and upgrades to 

existing facilities; 
o Description of planned occupancy; and 
o Description of the anticipated economic impact of the project on the immediate 

commercial area/neighborhood 
o Information on the team completing the project, including: 

▪ Business Owner(s) 
▪ Property Owner(s) 
▪ Architects 
▪ Contractors 

 Project Timeline 
 Project budget and contractor cost estimates itemizing the scope of work for the project 
 If the applicant is acting as its own General Contractor, at least one outside 

construction cost estimate for the full scope of work for the project must be provided to 
illustrate that expenses are in line with market-rate costs. 

 Financing plan showing proposed funding sources and any other incentives or grants 
being used (bank statement, confirmed loan letter, award letters, etc.) 

 Photo(s) including 1 front, street view of the property 
 Design Plans/Floor Plans 
 Signed Letter of Intent, copy of a draft or executed lease showing a minimum duration 

of one (1) year. If a draft lease is submitted, a final executed lease reflecting the same 
terms and conditions will be required prior to finalization of the incentive. 

 
Applicant Signature: 
By signing below, I certify that the information above is true and correct, I agree to comply with 
the program requirements and eligibility as described in the Main Street Startup Grant 
Guidelines, and I understand that if my application is approved, failure to comply will result in 
termination of the Letter of Commitment and forfeiture of grant funds committed. 
 

______________________________________________________________      ___________________   

Applicant’s Signature        Date 
 
Return to: 
 City of Hagerstown 
 Department of Community & Economic Development 
 14 N. Potomac, Suite 200A, Hagerstown, MD  21740 
 Phone: 301-739-8577 ext 111   Email:  dced@hagerstownmd.org 

mailto:dced@hagerstownmd.org


HOMEOWNERSHIP

INVESTMENT

ENTREPRENEURSHIP

COLLABORATION



VISIT INVESTHAGERSTOWN.ORG TO LEARN MORE

INVEST HAGERSTOWN  
GRANT PROGRAMS

City Center Redevelopment Grant  
Grants of $150,000 to $250,000 for downtown commercial 
and mixed-use projects. Requires 2:1 match.

 
City-Wide Redevelopment Grant 
Grants of $5,000- $25,000 for city-wide commercial and 
mixed-use projects. Requires 2:1 match.

 
Hagerstown Homeownership Initiative  
Loan-to-grant of $7,500 for down payment and/or closing costs  
City wide. Loan becomes a grant when maintained as primary 
residence for at least 5 years.

 
Rental Property Rehabilitation Grant  
Grants of $7,500 to $20,000 for rental property rehabilitation.  
Requires 2:1 match. Projects receiving grants over $7,500  
require renovation of two or more units.

 
Commercial Sign & Façade Grant
Commercial Sign grants of $250 to $1,500. Commercial Façade 
grants of $2,500 to $7,500. Property must be in the Downtown  
Main Street District. Requires 1:1 match.



SERVICES & PROGRAMSAVAILABLE PROPERTIES
Grand Openings & Anniversary Celebrations 
Businesses can request services for celebrating a 
grand opening or anniversary. 

Available Properties 
Visit our website for up-to-date listings of available 
commercial & residential properties.

Sale of City-Owned Properties 
The Competitive Negotiated Sale (CNS) application 
process seeks proposals for purchase of available 
City-owned properties. 

•	 ARPA Restaurant Ready
•	 Arts & Entertainment District
•	 City Center Redevelopment Grant
•	 City-Wide Redevelopment Grant
•	 Commercial Sign & Façade Grant
•	 Enterprise Zone
•	 Fire Suppression System Grant
•	 Hagerstown Business Revolving Loan Fund
•	 Maryland Housing Rehabilitation Program 

(MHRP) *
•	 Opportunity Zone
•	 Partners in Economic Progress  

(PEP) Program
•	 Rental Property Rehabilitation Grant
•	 Single Family Rehabilitation Loan & Rental 

Rehabilitation Loan *

•	 ARPA Restaurant Ready
•	 Arts & Entertainment District 
•	 Enterprise Zone
•	 Hagerstown Revolving Loan Fund
•	 HUB Zone
•	 Microenterprise Grant *
•	 Opportunity Zone
•	 Partners in Economic Progress (PEP)  

Rent Relief
•	 Spring Sprouts Grant 

* Income qualifications apply

PROGRAMS FOR PROPERTY 
RENOVATION 
(OWNER OR TENANT)

PROGRAMS FOR 
BUSINESSES



Maryland Business Express
https://businessexpress.maryland.gov  
 
Small Business Development Center 
https://www.marylandsbdc.org/
1-888-237-9007 x4 

SCORE 
https://www.score.org/mid-maryland
800-634-0245

Western Maryland Consortium 
https://westernmarylandconsortium.org/
301-791-3076

Zoning Certificates & Business Licenses
https://www.hagerstownmd.org/754/Planning-Zoning 
City of Hagerstown – 301-739-8577 x138 
Washington County – 301-790-7991

RESOURCES

•	 CDBG Homeownership Program *
•	 Emergency Repair Grants *
•	 Invest Hagerstown Homeownership 

Initiative
•	 Maryland Housing Rehabilitation Program 

(MHRP) *
•	 Single Family Rehabilitation Loan & Rental 

Rehabilitation Loan *

CONTACT US
Schedule a meeting to see which programs &  
services best fit your project.

301-739-8577 x 111
Email: dced@hagerstownmd.org 
InvestHagerstown.org

PROGRAMS FOR 
HOMEOWNERS



Department of Community & Economic  
Development Team

Jill Thompson
Director of Community &  
Economic Development

Doug Reaser
Business Development 

Manager

Margi Joe
Community Development 

Manager

Christopher Siemerling
Economic Development 

Specialist

Yanique Myers 
Administrative Coordinator

Rachel Paul 
Planning & Outreach 

Coordinator

Amanda Gregg 
Business & Community 
Development Finance 

Specialist 

Sue Kyler 
Project & Program 

Coordinator

Emily Conrad 
Economic Development 

Coordinator



301-739-8577 x 111
Email: dced@hagerstownmd.org

Learn about programs and services. 
See current project profiles.

VISIT US ONLINE
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WASHINGTON COUNTY 

Department of Business and Economic Development 

BEYOND THE NUMBERS:
Our Economic Demographics Story



Washington County’s 
Airport - 2nd largest 
commercial airport in MD

60 Minutes

60 Minutes

60 Minutes

1 Hour, 29 Minutes

Extensive network of state owned/
maintained roadways. 130 local and 
long-distance trucking establishments 
are located in Western Maryland. 

CSX Transportation, with a public 
siding, operates daily trains and 
connects with other major carriers 
for long-distance shipping. The 
County is only 19 miles from CSX’s 
85-acre intermodal terminal.
Norfolk Southern Railway mainline 
is just outside of Hagerstown and 
provides economical shipment 
anywhere on the Atlantic sea-
board.

The Port of Baltimore, a 50-foot 
channel, is 70 miles east of Hagerstown, 
with intermodal container facilities 
serving import and export accounts, 
accommodating loading and discharge to 
the seaport. 

The Port of Virginia at Front Royal, VA is 
48 miles south of Hagerstown. It serves 
the region as an interface between truck 
and rail for ocean-going containers to and 
from the Port of Norfolk, VA, a 50-foot 
channel.

Daily Amtrak and weekday MARC 
passenger services are available 
from Martinsburg, WV (23 miles 
south of Hagerstown).  MARC 
passenger service from Frederick, 
MD to Washington, D.C. is also 
available. 

Location.
Access.
Infrastructure. 

The 2040 Washington County 
Comprehensive Plan is a 20-year 
document that will present the 
County’s long-term vision for 
land use, transportation, water 
resources, housing, economic 
development, infrastructure, 
and other aspects of community 
development.  It will be used 
to inform zoning ordinances, 
capital improvement projects, 
and other planning efforts.

Washington County’s greatest 
assets are its location, easy 
access to substantial and 
growing industrial and 
consumer markets.  We are 
situated on two of the most 
heavily traveled interstates 
in the country and are within 
one day’s drive of 2/3 of the 
nation’s population!

Air Highways Rail Water

100 Mile Radius

200 Mile Radius



Socio-Economic Profile

Washington County’s
population has steadily increased over the 

past decade, with a growth rate of 4.5% 
annually and is expected to continue its 

upward trend.
Source: U.S. Department of Commerce, Bureau of the Census for 1970, 1980, 1990, 2000, 

2010, 2020 
US. Bureau of the Census Quick Facts Population Census 2020; estimates as of July 1, 2022 

(V2022) 

Source: U.S. Bureau of Census Quick 
Facts

Source: Washington County Department 
of Business and Economic Development’s 

Regional Workforce Draw 

Skilled Talent
Washington County is ideally located along two major interstates, Interstate 81, running north and south, and 
Interstate 70, running east to west.  Our connection to other counties throughout Maryland, Pennsylvania, Virginia, 
and West Virginia is critical to attracting skilled talent.  The region boasts a civilian labor force of more than 887,270 
highly skilled and dependable workers within 50 miles of the heart of Washington County!

In 2023: Washington County jobs reached 69,397 and is still climbing!

Economic Snapshot

Washington County’s economy is extremely 
diversified…and we like it that way!

2.2% Unemployment 
Rate in Dec. 2023

0.4% decline over the last 12 months.

Source: State Department of Commerce, 2023 Brief Economic Facts  

Average hourly wage in Washington 
County is $23.90 per hour across all 
occupations. 

Demographics

Female
49%

Male
51%

Source: Washington County Department of Business and Economic Development Regional Workforce Draw



Major Employers
We take pride in hosting these major employers in Washington County!

2024 Employment - Number of Employees
Washington County Public Schools        3,705 Washington County Government          1,418
FedEx Ground                                           2,654 Amazon                                                     1,200
Meritus Health                                          2,590 FiServ                                                         993
State of Maryland                                     1,855 Bowman Group, LLC                                861
Volvo Group                                              1,836 Hagerstown Community College            700
Source: Prepared by DBED -March 2024; Employment is subject to change.

Socio-Economic Profile

There are more than 3,434 registered businesses 
in Washington County!

By the 
numbers:

•	 Total gross domestic product was $8.7 billion in       	
	 2022 across all sectors
•	 Manufacturers contributed more than $1.034+ billion of         	
     the County’s GDP in 2022. The most of any industry sector.
•	 Retail trade contributed $993 million of the County’s GDP in 	
     2022
•	 Healthcare and social assistance contributed more than                  	
	 $844  million

Source: U.S. Census Bureau 2022

Washington County is a major hub for the agri-business industry!Washington County is a major hub for the agri-business industry!

To date, 40,000 + acres have been designated “Ag Preservation” for future generations. That number will 
continue to climb in 2024. Source: Washington County Dept. of Planning and Zoning, Ag Preservation

The County ranks 1st in the 
State for the number of dairy 
farms AND ranks 1st in the 
number of dairy cows; ranks 2nd 
in the State for the number of 
beef cows with 7,086 beef cattle 
and ranks 4th in the State in the 
number of beef farms with 266 
beef farms county-wide. 
 
- Washington County has 869 farms 

- The average farm size is 139.5        
   acres 

- Total farms by land is 121,251 acres

From 2017 to 2022, the market value of agricultural products sold increased by 8.5% from $153,725,000 to $167,907,000 

Cattle and Calf Operations - 393
Beef Cattle Operations - 266	
Dairy Operations - 94

Sheep Operations - 81
Vegetable Farms - 42
Orchards - 41

Hog Operations - 36
Source: U.S. Census Bureau 2022

By the numbers:



Community Snapshot

Education
Washington County is home to an excellent education system 
that helps grow talent for businesses, providing a broad spectrum 
of outstanding educational opportunities. 

•	 Associated Builders and Contractors, The Barr Construction 
Institute 

•	 Boyd J. Michael, III Technical High 
•	 Hagerstown Community College 
•	 Pittsburgh Institute of Aeronautics 
•	 University System of Maryland at Hagerstown (programs 

provided by Frostburg State University, Salisbury University, 
Towson University, University of Maryland College Park and 
University of Maryland University College). 

Patient care is the focus of Washington County’s healthcare system. Close to home. Dedicated to expert care to 
improve the health of our community! 

Healthcare

“Our mission is to improve health in the region,” explained Meritus Health President and CEO 
Maulik Joshi. “As an anchor organization for this community, it is our privilege and obligation 
to positively impact the lives of over 200,000 people in our region. The proposed Meritus 
School of Osteopathic Medicine will do that. It will change the game for the health, education 
and economy for everyone.”

Western Maryland Hospital Center is a thriving specialized health care center delivering 
medical and rehabilitative services to clinically complex individuals.

Expanding Washington County’s range of affordable housing opportunities.
Housing

$73,017
Median 

Household 
Income

64,113
Total 

Household 
Units

65.4%
Owner-

Occupied 
Housing

$280,000
Median Value 

of Owner-
Occupied 

Housing Units

$1,049
Median Gross 

Rent

Source: U.S. Bureau of Census 2022 American Community Survey



Taxes
The most common business taxes for Washington County are summarized below:  

Community Snapshot

Corporate Income Tax – $0 (None) 
Based on federal taxable income. 

Sales & Use Tax - $0 (None) 
Exempt- sales for resale; manufacturer’s purchase of raw materials; manufacturing machinery and 
equipment; purchases of materials and equipment used in R&D and testing of finished products; purchases 
of computer programs for reproduction or incorporation into another computer program for sale. 

Real Property Tax - $0.928 
Effective per $100 of assessed value in an incorporated area, a municipal rate will also apply. 

Business Personal Property Tax - $2.37 
Rate per $100 of depreciated value; Exempt – manufacturing and R&D machinery, equipment, materials and 
supplies; manufacturing, R&D and warehousing inventory.  In an incorporated area, a municipal rate may 
also apply; municipal exemptions may also apply.

Tourism

More than 1.3 million people visit Washington County each year.

The visits result in a direct economic impact of $321 million and...

...support 2,262 hotel rooms and over 4,788 tourism and hospitality jobs!
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New Arrival & Coming Soon!

The Hagerstown Field House is currently under 
construction. It will be a 114,000 square foot 
indoor recreation facility that includes two turf 
fields, four hard courts (expandable to six), fit-
ness area, restaurant, kids’ zone, and other space 
for support operations.

The newly constructed Hagerstown Flying 
Boxcars at Meritus Park stadium, with its 
5,000-seat stadium, opened to the public in 
May 2024.  Come out for some peanuts and 
Cracker Jacks...and root, root, root for the 
home team!

Community Snapshot



















The easy 
way to 
prepare 
your 
business 
for the 
unexpected.

Prepared by the Insurance 
Institute for Business 

& Home Safety (IBHS), 
which is an independent, 

nonprofit, scientific research 
and communications 

organization supported 
by the property insurance 

industry. The Institute works 
to reduce the social and 

economic effects of natural 
disasters and other risks on 
residential and commercial 

property by conducting 
building science research 

and advocating improved 
construction, maintenance 

and preparedness practices.





Overview
The Insurance Institute for Business & Home Safety (IBHS) has developed a new streamlined business continuity 
program for small businesses that may not have the time or resources to create an extensive plan to recover from 
business interruptions. IBHS is a leading national expert on preparing for, and repairing, rebuilding, and recovering 
from catastrophes both large and small. IBHS’ mission is to conduct objective, scientific research to identify and 
promote effective actions that strengthen homes, businesses, and communities against natural disasters and other 
causes of loss.

IBHS’ original business continuity program is called Open for Business®, or OFB. The new program, OFB-EZ®, is 
designed to be simple to use, administer and implement.  With OFB-EZ, you can follow the same disaster planning 
and recovery processes used by larger companies – but without a large company budget. OFB-EZ is user-friendly 
and does not require any previous experience with or knowledge of business continuity planning.

This toolkit will help you:

1.	 identify the business activities that are essential for continued operation during a disruption;

2.	 deal with risks your organization faces; and

3.	 create an easy-to-use recovery plan tailored to your business, giving you confidence if the worst occurs.

Statistics show that one in four businesses forced to close because of a disaster never reopen. Small businesses, 
which form the backbone of the United States economy, are particularly at risk. IBHS’ ultimate goal is for every small 
business to prepare a plan that will enable them to withstand and recover from any type of disruption.
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The easy way to prepare your 
business for the unexpected.

Identify Your Threats. 
Use the Vulnerability and Risk Assessment to 
determine the threats that are likely to affect your 
business. Add any additional threats you are exposed 
to that are not already listed.

Rank the Probability of Threats. 
How likely is it to happen? Assign a rank of 0 to 5 in the 
Probability Level row.

Rank the Severity of Threats. 
You will need to assess the potential impact of each 
threat, which means the amount of damage the 
event is capable of causing. To measure the potential 
damage, think about the duration, magnitude, and the 
extent of the potential threat’s reach (e.g., just one floor 
of your building, the entire structure, a neighborhood, 
the entire region, etc). After assessing all these factors, 
assign a rank of 0 to 5 in the Severity Level row.

Multiply the Probability and 
Severity Scores for Each Threat. 
Once you have ranked the probability and severity 
levels for each threat, multiply values and record the 
total in the Total Value column.

The highest ranking threats (17-25) are those you 
will need to plan for as soon as possible. You should 
assume those hazards will strike your business, and 
determine what controls you have in place or could 
implement to minimize your risk.

Know Your Risks

About the Form
You should review and update your 

Vulnerability and Risk Assessment every 
six months.  You will find that new ideas 
or considerations will surface each time, 

helping you refine your thinking and modify 
your plan. It is important to establish 
a maintenance program to keep your 
plan’s contents current and relevant.

RECOMMENDATIONS:
For a list of natural hazards that may affect your 
business’ location, use the Insurance Institute for 
Business & Home Safety’s (IBHS) ZIP Code tool 
to identify hazards in your area, and generate a 
customized list of projects that can reduce your risk.

You also should consider damage to infrastructure 
(e.g., roads, bridges, electric power, etc.) that could 
affect your ability to resume operations, and develop 
possible workarounds to expedite recovery.

In addition, contact your local emergency 
management office to obtain a copy of your 
community’s hazards vulnerability analysis for a 
list of possible natural and man-made hazards that 
could affect your area.

Knowing your risks will help you evaluate the extent of your business’ vulnerability to disruptions.

How potential threats impact each business varies considerably because no two businesses are exactly alike. 
Differences in location, industry, culture, business structure, management style, work functions and business 
objectives affect how you choose to protect your business from threats and how you respond to and recover from 
a business disruption.

The two biggest mistakes many small businesses make are failing to identify a potential threat, and 
underestimating the severity of a known potential threat. After completing the risk assessment, you will be able to 
determine the greatest threats to your business, the likelihood or probability for each of those threats, how severe 
each event could be, and the potential impact on each business function or process.

https://www.disastersafety.org/open-for-business/
http://www.disastersafety.org/zip-code-risk-search-results/?q=11111&search=Search
http://www.disastersafety.org/zip-code-risk-search-results/?q=11111&search=Search
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Know Your Risks

THREATS Probability (0-5) Severity (0-5) Total

Earthquake

Tornado/Wind/Hurricane

Flood

Severe Winter Weather

Interior Fire

Wildfire

Loss/Illness of Key Staff

Workplace Violence

Software/Hardware Failure

Power Outage

Loss of Utilites (water, gas, electricity, etc.)

Pandemic/Epidemic/Flu

Loss of Premises

Other

Other

Other

Other

Other

Other

Use this form to review potential threats.  Fill in one field for probability and one field for severity.   
Finally, multiply the probability and severity levels and enter the total in the total value column.

https://www.disastersafety.org/open-for-business/
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The easy way to prepare your 
business for the unexpected.

Know Your Operations

Consider the following:

•	 What is your main product/service?

•	 How do you produce this product/service?

•	 What are the things that could most likely 
impact your ability to do business?

•	 If your business were impacted, who would 
you need to call? How would you reach them?

•	 What other business functions and processes 
do you perform to run your overall business?

•	 Which of these business functions and 
processes have legal, contractual, reg-
ulatory or financial obligations?

•	 Can the function be performed off-
site?  What equipment is needed?

•	 How much downtime can you tol-
erate for each function?

•	 What are the consequences if the 
function cannot be performed?

•	 Can your business survive with-
out a specific function?

About the Form
Rate each function with a priority level 

of Extremely High, High, Medium or Low, 
and complete a separate form for each 

one. Consider any workarounds methods 
or possible backups for each function.  

Determine whether there are any temporary 
processes that can be implemented until a 

permanent solution is available.  Document 
detailed procedures for workarounds, 

including any additional resources required. 
It is important to establish a maintenance 

program to keep your plan’s contents 
current and relevant - review your business 
functions and processes every six months.

RECOMMENDATIONS:
Think about your employees and what activities they 
perform on a daily, weekly, monthly, and annual 
basis. Think about the functions and processes 
required to run your business in: accounting/finance; 
production/service delivery; sales/marketing; 
customer service; human resources; administration; 
information technology; and purchasing.

Your ability to respond quickly to any type of business disruption could make the difference between survival  
and closure.

Determine the maximum amount of time you can endure being closed after a disaster occurs by identifying your 
key business functions and processes, and decide how long you can go without being able to perform them.  

https://www.disastersafety.org/open-for-business/
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BUSINESS FUNCTION:

Priority:           ❏ Extremely High                   ❏ High                 ❏ Medium                ❏ Low

Employee in charge:

Timeframe or deadline:

Money lost (or fines imposed) if not done:

Obligation:   ❏ None   ❏ Legal   ❏ Contractual   ❏ Regulatory   ❏ Financial

Know Your Operations

Updated:

Next Review Date:
Use this form to identify what business functions are critical to your 
business’ survival. Duplicate the form for each business function.

Who performs this 
function?  (List all that apply)

Employees:

Suppliers/vendors:

Key contacts:

Who helps perform this 
function?  (List all that apply)

Employees:

Suppliers/vendors:

Key contacts:

What is needed to perform 
this function?  (List all that apply)

Equipment:

Special Reports/Supplies:

Dependencies:

Who uses the output from 
this function?  (List all that apply)

Employees:

Suppliers/Vendors:

Key Contacts:

Brief description of how to complete this function:

Workaround methods:

Notes:

(For additional space, use the Notes area below)

(For additional space, use the Notes area below)

(For additional space, use the Notes area below)

(For additional space, use the Notes area below)

https://www.disastersafety.org/open-for-business/
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The easy way to prepare your 
business for the unexpected.

Know Your Employees

Current employee contact information will enable 
you to reach employees to determine their safety and 
whereabouts, inform them about the status of your 
operations, where, when and if they should report, 
and what to do following a disaster.

Two-way communication with employees is critical 
before, during and after a disaster. Create an 
employee telephone calling tree and an emergency 
call-in voice recording telephone number, and know 
how to email and text your employees. Designate 
a telephone number where employees can leave 
messages.

Determine what assistance is needed for 
employees with disabilities or special needs, such 
as communications difficulties, physical limitations, 
equipment instructions and medication procedures. 
Determine whether employees are caring for 
individuals with special needs, which could prevent 
them from being available during a disaster. Identify 
employees who are certified in First Aid and CPR, and 
those with special skills that could be helpful during 
emergencies.

Employee preparedness can make the difference 
between whether your business is able to effectively 
recover from a disaster or not. Encourage employees 
to make personal emergency preparedness plans. 
The more prepared your employees are at home, the 
faster they will be able to return to work to help your 
business respond and recover from a disaster. 

About the Form
Document employee contact and 

emergency contact information and key 
responsibilities.  Is there someone who 
can perform these functions during an 

emergency?  Make sure that special skills 
are not known by only one person.  It is 
important to establish a maintenance 
program to keep your plan’s contents 

current and relevant - review your employee 
contact information every six months.

RECOMMENDATIONS:
To maintain your communication readiness, have 
your employees review and update their contact 
information at least every six months.  Create a 
special emergency email account using free services 
provided by Yahoo, Gmail, Hotmail, etc., to enable 
people to contact the company regarding their 
status. Be sure all employees know how to access the 
emergency account.

Your employees are your business’ most valuable asset. Suppose an emergency prevents access to your business.

•	 Would you know how to reach your employees?

•	 Do you have current home and mobile telephone numbers, addresses,  
email addresses, and emergency contact information?

•	 Is your employees’ contact information available outside your business location?

https://www.disastersafety.org/open-for-business/
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EMPLOYEE NAME:
Position/title:

Home address:

City, State, ZIP:

Office phone:				    Ext.	     	 Alternate phone:

Home phone:						      Mobile phone:

Office e-mail:				        		

Home e-mail:

Special needs:

Certifications:   

❏ First Aid    ❏ Emergency Medical Technician (EMT)    ❏ CPR    ❏ Ham Radio     

❏ Other:

❏ Special licenses:

Local Emergency Contact
Full name:				  

Relationship:

Home phone:				    Mobile Phone:

E-mail:

Out of State Emergency Contact
Full name:				  

Relationship:

Home phone:				    Mobile Phone:

E-mail:

Notes:

Know Your Employees

Updated:

Next Review Date:
Use this form to record information about all employees, including the business owner 
so that each person can be contacted at any time. Duplicate the form for each employee.

https://www.disastersafety.org/open-for-business/
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The easy way to prepare your 
business for the unexpected.

Know Your Key Customers,  
Contacts, Suppliers and Vendors

The ability to resume your business operations relies 
on the capability of your suppliers and vendors to 
deliver what you need on time.

•	 Be sure your suppliers and vendors are not 
all in the same geographic location as you.

•	 Have alternate or backup suppliers 
and shippers in place.

•	 Request copies of your suppliers’ 
business continuity plans.

•	 Establish a notification list and procedures.

Key contacts are those you rely on for administration 
of your business, such as:

•	 Accountant

•	 Bank

•	 Billing/Invoicing Service

•	 Building

•	 Manager/Owner

•	 Security

•	 Insurance Agent/Broker

•	 Insurance Company

•	 Internet Service Provider

•	 Payroll Provider

•	 Public Works Department

•	 Telephone Company

•	 Utilities

You may lose customers if you cannot meet their 
needs due to your own business disruption. After an 
event, it is important to keep customers informed 
about the status of your business, your product or 
service, delivery schedules, etc., and to develop 
mutually agreeable alternative arrangements.

About the Form
Be sure your customers know in advance 

how to obtain up-to-date information about 
the status of your business operations in 

the event of a disruption or major disaster.

RECOMMENDATIONS:
Identify various ways to communicate with 
customers after a disaster, such as direct telephone 
calls, a designated telephone number with a 
recording, text, e-mail, Twitter, Facebook, or 
announcements on your company website, by radio 
or through a newspaper.

Preparedness planning is about being ready to manage any disruption to ensure the continuation of services to 
your customers. Your key customers need to know that you can provide “business as usual” even if others around 
you are experiencing difficulties.  They will want to know that you are still in business or how soon you will be 
back and how the disruption will affect their operations. Maintaining up-to-date contact information for your 
key customers, contacts, suppliers, and vendors is critical.

https://www.disastersafety.org/open-for-business/
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CONTACT TYPE:

❏ Current Supplier/Vendor                   ❏ Back-Up Supplier/Vendor                 ❏ Key Customer/Contact

Company /Individual Name:	      
Account Number :	      

Materials/Service Provided:  	      

Street Address:	      

City, State, Zip:	      

Company Phone:	      

Website:	      

Company Representative
Primary Contact:	      

Title:	      

Office Phone:	      

Mobile Phone:	      

E-mail:	      

Alternate Contact:	      

Title:	      

Office Phone:	      

Mobile Phone:	      

E-mail:	      

Notes:

Know Your Key Customers, 
Contacts, Suppliers and Vendors

Updated:

Next Review Date:
Use this form to record information about your current suppliers, those you could use as an 
alternate choice and your key customers and contacts. Duplicate the form for each contact.

https://www.disastersafety.org/open-for-business/


OFB-EZ® is a program of the Insurance Institute for Business & Home Safety
Download this document at DisasterSafety.org/open-for-business

12

The easy way to prepare your 
business for the unexpected.

Know Your Information Technology

Shut down and unplug all your computer hardware 
before an event to avoid serious damage due to 
power fluctuations. Consider elevating or moving 
equipment offsite. Have your employees take laptop 
computers home each day so they can work offsite if 
necessary.

Determine which data and records are vital to 
perform the critical functions identified in Know Your 
Operations section, and be sure they are backed up 
on one or more types of media. Store a backup copy 
onsite for use during small disasters, such as a failed 
hard drive, and store a second copy in a safe offsite 
location that can be easily accessed during large 
disasters.

Regularly backup your vital data and records. Move 
the backups to a different fire loss zone, safe deposit 
box or owner’s home. The goal is to ensure your 
data and IT systems are available as you resume 
operations.

RECOMMENDATIONS:
Keep a backup copy of your computer’s operating 
system, boot files, critical software, and operations 
manuals.

•	 Backup computer files, including payroll, 
tax, accounting and production records.

•	 Maintain an up-to-date copy of computer 
and Internet login codes and passwords.

•	 When possible, keep hard copies 
of critical virtual files offsite.

•	 Make arrangements with IT vendors to replace 
damaged hardware and software, and/or to set-up 
hardware and software at a recovery location.

•	 Request written estimates for rental or 
purchase of equipment, shipping costs and 
delivery times. Be sure to list these companies 
on your supplier and vendor form.

•	 When flooding is possible, elevate computer 
equipment stored on the floor.

About the Form
If your computer equipment is damaged or destroyed, you will need to lease or purchase 

new hardware and replace your software. Make a list of everything you would need to 
order.  The important thing is to know what is needed to perform your critical business 

functions.  It is important to establish a maintenance program to keep your plan’s contents 
current and relevant - review your information technology information every six months.

Information and information technology (IT) are the lifeblood of most businesses, and must be included in your 
business continuity plan. Without access to your computer hardware, software, and digital data, your business 
operations can come to a standstill. It is likely that you communicate with or conduct business with your 
customers, partners, suppliers, and vendors via the Internet, which means your business is dependent on your 
computer system’s connectivity and data communications.

https://www.disastersafety.org/open-for-business/
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TYPE:

❏ Computer Equipment/Hardware    ❏ Computer Software     ❏ Vital Records

Item:	     
Title and Version/Model Number:	      

Serial/Customer Number:	      

Registered User Name:	      

Purchase/Lease Price: 	 $     

Purchase/Lease Date:	      

Quantity (equipment) or Number of Licenses (software):	      

License Numbers:	      

Technical Support Number:	      

Primary Supplier/Vendor:	      

Alternate Supplier/Vendor:	      

Notes:

Name of vital record:
Name of Business Function Vital Record Supports:	      

Type of Media:	      

Is It Backed Up?	     

How Often is it Backed Up?	      

Type of Media for Backup:	      

Where is it Stored?	      

Can the Record be Recreated?

Notes:

Know Your 
Information Technology

Updated:

Next Review Date:
Use this form to list the computer equipment, hardware and software, vital 
records and your back up processes that you will need to fulfill your critical 
business functions. Duplicate the form for each item or record.

https://www.disastersafety.org/open-for-business/
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The easy way to prepare your 
business for the unexpected.

Know Your Finances

Have an emergency cash reserve fund. 
•	 You may need cash in order to purchase supplies or 

equipment, or relocate your business temporarily.

Have credit available.
•	  If you don’t have enough cash in your 

emergency fund, be sure to have a line 
of credit or a credit card available.

Identify financial obligations and 
expenses that must be paid. 
•	 You should not assume that because your 

area got hit by a disaster your suppliers, 
vendors and creditors are aware of the 
situation and are automatically granting 
extensions. Items such as mortgage, lease, or 
rental payments may still need to be made 
even after a disaster strikes your business.

Consider creating a policy regarding 
payroll during and after a disaster. 
•	 Payroll is often overlooked in business continuity 

planning. You should not assume that your 
employees will continue to work without 
pay during or after a disaster. Be sure your 
employees are aware of your payroll continuity 
plans ahead of time in order for them to plan 
for their personal financial obligations.

•	 Establishing clear strategies and procedures 
for controlling costs, reporting information to 
appropriate groups and clearly budgeting for and 
tracking what is actually spent during a significant 
disruption can have a positive impact on the 
business’ bottom line performance and recovery. 

About the Form
Use the checklist when creating your 

financial strategy for your business 
resilience.  It is important to establish 
a maintenance program to keep your 
plan’s contents current and relevant - 

review your finances every six months.

RECOMMENDATIONS:
It is critically important to protect your place of 
business, your contents and inventory, and/or your 
production processes with adequate insurance.

•	 Evaluate your insurance policies and meet 
regularly with your insurance agent/broker 
to be sure you understand your coverage, 
deductibles and limits, and how to file a claim.

•	 Most policies do not cover flood or 
earthquake damage and you may need to 
buy separate insurance for those events.

•	 Consider a policy that will reimburse you for 
business disruptions in addition to physical losses.

•	 Consider business income (or business 
interruption) and extra expense insurance. 
Even if you have to close your doors for a 
limited period, the impact on your revenue 
and net income can be substantial.

•	 Consider adding contingent business income 
coverage to your basic policy to be sure you are 
covered for expenses and loss of net business 
income, as well as income interruptions due to 
damage that occurs away from your premises, 
such as to your key customers, suppliers or utilities. 

The time to prepare your business’ finances is before a disaster occurs.  Preparing your business financially  now 
so it is ready to respond, recover, and continue operating when a business disruption occurs is just as critical as 
knowing exactly what to do when disaster strikes. 

Here are some disaster preparedness ideas to consider:

https://www.disastersafety.org/open-for-business/
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Overall Business Needs
Have you worked with your bank to set up a line of credit for your company?

Who is responsible to activate it and who has access to it?

How much cash would be needed to survive a 3-day, 5-day, 10-day, or longer shutdown?  

For what purpose is the cash needed?

Will you have that cash on hand?

Who would make the decision to utilize the cash? 

Who would have access to the cash?

Do you have sufficient cash to pay for various additional services that 
might be needed, such as janitorial or security services?

Do you have a company credit card that could be used for emergency purchases?  

Who is authorized to use the credit card?

Will you be able to pay your bills/accounts payable?  

Do you have procedures in place to accommodate a business disruption?

Will you be able to continue to accept payments from customers/accounts receivable? 

Do you have procedures in place to accommodate a business disruption?

Have you identified an alternate location where you can work?

Human Resources
In the event of a widespread disaster, how will payroll be handled?

If your business is forced to shut down temporarily, will some or all employees continue to be paid?  

For how long?  

Will they be able to use their sick and/or vacation time without restriction?

Are there union considerations?

Have your employees been made aware of your policies that will be in place during a disruption?

If banks are closed, will your business provide payroll-cashing services?

What is your business’ policy on cash advances, check cashing, and employee loans?

Will your employees be expected to work overtime?

Know Your Finances

Updated:

Next Review Date:
Use this checklist to consider and plan for your business’ 
financial needs in the event of a disruption.

https://www.disastersafety.org/open-for-business/
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Know When to Update Your Plan

Maintenance is fairly straightforward. 
Repeat the following process 
every six months:

•	 Have your employees review the plan.

•	 Is anything out of date?

•	 Has all contact information been 
verified and updated?

•	 Have your procedures changed?

•	 Have there been any chang-
es in business priorities?

•	 Have responsibilities changed?

•	 Document any changes.

Finally, test your plan and conduct exercises with 
your key employees. Until you test your plan for 
vulnerabilities you may not see where the gaps are in 
keeping your business going during a disruption. No 
plan or set of documents should remain sitting on a 
shelf.

Conducting exercises or drills are effective ways to 
test your plan, engage employees and train them. 
The following pages include an exercise that deals 
with a power outage. Once you learn the basics of 
conducting an exercise, you can easily generate your 
own scenario.

Another option to test your plan is to pose this 
scenario to employees at the end of a staff meeting: “If 
the alarm in this building were to go off, we would exit 
the building. Once outside we are told that we cannot 
go back into the building for one week. What would 
you do? How would you continue to work?” This 
will get people thinking about the possibilities and 
get them on board with your program. You may be 
surprised at your employees’ increased level of growth 
and maturity when it comes to making the correct 
decisions following a disaster. This type of exercise can 
also be a great team building activity.

About the Form
Disaster exercises provide opportunities 

for you to: test company disaster readiness; 
train employees through practice; improve 

employees’ ability to make informed 
decisions when responding to an 

emergency; identify what needs to be done 
during and after a disaster; and examine a 
specific scenario or situation more closely.

Gather your team, key employees and 
anyone else who would benefit from the 

exercise, present the power outage scenario, 
and begin the discussion with the questions 
provided.  This can be done informally, such 
as during lunch or as part of a staff meeting.

For your plan to be successful when a business disruption occurs, it needs to be continually maintained and 
updated.  One effective way to do this is to include business continuity planning anytime there are changes in 
your business or your location – basically, in every business decision you make. Keep your employees up-to-date 
with any plan changes as this will help when they need to put the plan into action, which in turn will reduce the 
negative impact to your business.

The easy way to prepare your 
business for the unexpected.

https://www.disastersafety.org/open-for-business/
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1.	 Take the first 10 minutes to discuss 
what you will do next.

It is now 1:00 PM and the lights still are not on. 
The building HVAC has been off now for 1 ½ 
hours and the temperature inside the building is 
gradually becoming unbearable. Your entire power 
grid is without power. There is no word from the 
electric company about restoration of power.

2.	 Now what are you going to do?

3.	 Is your technology/computer room 
being dealt with? By whom?

4.	 Has someone turned off all computers, 
printers, and equipment to prevent 
electrical surge when power is restored?

5.	 Is your phone system down? How are you 
going to manage the phone lines?

It is now 2:00 PM. Employees are asking if they 
can leave early. The word around town is that the 
power might not be restored for several days.

6.	 How will you communicate this message? 
What instructions will you convey to your 
employees? Customers? Vendors?

7.	 Are you going to declare a disaster in order 
to activate your business continuity plan?

8.	 Continue your discussion with 
the following questions:

9.	 How are people within the organization 
communicating with each other (e.g., 
sending and receiving messages, information, 
and response details)? How are they 
communication with other stakeholders (e.g., 
your customers and clients, the media)?

10.	 Is there a pre-determined and agreed 
upon central meeting place for company 
leaders, management, and employees?

11.	 Is there a copy of your business continuity 
plan that you can easily retrieve?

12.	 Are there any business processes for 
which there are manual workarounds? If 
so, discuss how that would happen.

13.	 How would you find an appropriate place to 
operate from for the remainder of the day? 
For the next one or two weeks, if necessary?

14.	 Have you begun an assessment that includes 
an evaluation of the status of employees, 
customers, operations, and external utilities?

15.	 How would you ensure that customer 
concerns are managed?

16.	 Have you begun to determine how much data 
was lost and how that will affect your operations?

17.	 Some employees are asking, “How will I 
know if I should come to work Monday?”

Know When to Test Your Plan
Table Top Exercise: Power Outage Scenario

It is a hot, rainy Friday morning. The current 
time is 11:30 AM. Suddenly, the lights go out 
and all of the computers, printers, and copiers 
turn off. For a few seconds, there is silence 
before the chatter begins to pick up. One of your 
emergency lights comes on, but the rest are not 
working. While many of the offices have windows 
to provide minimal light, the majority of the 
hallways and interior rooms are left in the dark. 

https://www.disastersafety.org/open-for-business/
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It is now 7:30 AM on Monday, three days later. The 
power is still out and the Health Department has 
determined that “no building without running water can 
open for business.” Clients are calling and the com-
pany voicemail system is full. Employees are texting 
the Human Resources Director asking for guidance.

18.	 What do you tell them?

Exercise Debrief:
19.	 What is missing from your plan?

20.	 What worked well in this scenario?

21.	 What did not work so well?

22.	 What could you do differently next time 
that would improve your response?

23.	 List the actions you will take 
to improve your plans.

Exercise Date:

Next Exercise Date:

Exercise Wrap Up:

This completes the exercise. In order to maximize what can be learned from this effort, have all participants write 
down their thoughts and concerns. You can address these and the debrief issues at future meetings.

Notes

Know When to Test Your Plan
Table Top Exercise: Power Outage Scenario

https://www.disastersafety.org/open-for-business/
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The easy way to prepare your 
business for the unexpected.

Know Where To Go for Help

Insurance Institute for 
Business & Home Safety
In addition to providing this free business continuity 
tool kit, IBHS provides free disaster preparedness and 
property protection guidelines, recommendations 
and projects for small businesses. The Institute also 
offers post-disaster recommendations on repairing and 
rebuilding to make your building(s) stronger and safer 
the next time a disaster strikes.
http://disastersafety.org

American Red Cross
Among other disaster preparedness and response 
services, the Red Cross offers a number of preparedness 
training programs and resources for workplaces, families, 
and individuals.
www.redcross.org

Business Civic Leadership 
Center – Disaster Help Desk
The BCLC Help Desk is designed to enhance community 
economic recovery after a disaster. The Help Desk 
provides on-the-ground coordination of information 
among businesses, local chambers of commerce, 
NGOs, government responders, and disaster recovery 
specialists.
https://www.uschamberfoundation.org/site-page/
disaster-help-desk-business

DisasterAssistance.gov
Provides information on how you might be able to get 
help from the federal government before, during and 
after a disaster. If the President of the United States 
makes help available to individuals in your community 
after a disaster, you can visit this site to apply online.
http://www.disasterassistance.gov

Federal and Local Emergency 
Management Agencies
Even the largest, most widespread disasters require a 
local response. Local emergency management programs 
are the core of the nation’s emergency management 
system.
https://www.fema.gov/emergency-management-agencies

Internal Revenue Service–Disaster 
Assistance and Emergency 
Relief for Businesses
The IRS offers audio presentations about planning for 
disaster. These presentations discuss business continuity 
planning, insurance coverage, record keeping and other 
recommendations for staying in business after a major 
disaster.
http://www.irs.gov/Businesses/Small-Businesses-&-Self-
Employed/Disaster-Assistance-and-Emergency-Relief-
for-Individuals-and-Businesses-1

Small Business Administration
The U.S. Small Business Administration provides loans, 
loan guarantees, contracts, counseling sessions and 
other forms of assistance to small businesses following a 
disaster.
http://www.sba.gov/ 

https://www.sba.gov/business-guide/manage/prepare-
emergencies-disaster-assistance

Small Business Development Centers
The SBDC assists small businesses with financial, 
marketing, production, organization, engineering and 
technical problems, as well as feasibility studies.
http://www.sba.gov/content/small-business-
development-centers-sbdcs
https://americassbdc.org/

Your relationship with your community and outside agencies can strengthen your ability to protect your employees and 
property and return to normal operations. Maintain a channel of communication with community leaders, public safety 
organizations such as the police, fire and emergency medical services, government agencies, utility companies, and others. 
Working together with outside agencies can be beneficial because they can provide a wealth of information to help you 
recover quickly from a disaster.

Refer to the resources below for more information about implementing disaster safety recommendations to help you prepare 
for and recover from natural or other types of disasters.

https://www.disastersafety.org/open-for-business/
https://www.uschamberfoundation.org/site-page/disaster-help-desk-business
https://www.uschamberfoundation.org/site-page/disaster-help-desk-business
https://www.fema.gov/emergency-management-agencies
https://www.sba.gov/business-guide/manage/prepare-emergencies-disaster-assistance
https://www.sba.gov/business-guide/manage/prepare-emergencies-disaster-assistance
https://americassbdc.org/
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Feedback
IBHS welcomes your feedback and comments about the OFB-EZ recovery planning toolkit, including the usefulness of your plan when a 
business disruption or workplace disaster occurs. Your feedback will help IBHS improve the tool for future users, and your story may help 
encourage others to develop a business continuity plan. Please send any feedback to info@ibhs.org.
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