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Introduction

Disruptions happen. Whether it's a cyberattack, a natural disaster, or a key supplier
suddenly going offline. When they do, you need to know which parts of your business are
most at risk and how to keep things running. That’s where a Business Impact Analysis
(BIA) comes in.

A Business Impact Analysis (BIA) assesses how disruptions could affect essential
operations and identifies the resources needed for recovery. It helps organizations
prioritize critical functions and develop strategies to maintain resilience and minimize
downtime.

A BIA helps you figure out which business functions are critical, what would happen if
they were disrupted, and how quickly they need to be restored. It’s the foundation of a
solid business continuity plan, ensuring you’re prepared for whatever comes your way.

This guide breaks the process down into clear, practical steps. So, whether you'’re

tackling a BIA for the first time or refining an existing one, you’ll have a roadmap to get it
done effectively.
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STEP 1 Define the Scope and Goals

Before diving into the BIA, take a step back and clearly define what you’re trying to
accomplish. A well-structured BIA provides insight into how disruptions impact your
organization, but only if it's set up correctly from the start.

Here are a few key questions to consider:

o Which business departments, functions or processes will be included? Are you
focusing on the entire organization, a specific department, or critical areas like IT,
finance, or customer support?

o Who needs to be involved? A BIA isn’t a solo project. Identify key stakeholders,
department heads, IT teams, and those who can provide insight into operations,
dependencies, and risks.

Pro Tip: Get buy-in from leadership and key stakeholders early. A BIA is most effective
when decision-makers are engaged. As a bonus, getting participation from others
becomes much easier.

STEP 2 Identify Critical Business Functions / Processes

Next, work with your subject matter experts to help identify the functions/processes that
keep your business running. Not everything is mission-critical, so focus on those that
have the biggest impact. You can add additional processes as you expand the program.

For each function/process, document:

« Process Name: The name or title of the process.

» Process Description: A brief explanation of what the process involves.

« Department/Function: The department or business unit responsible for the
process.

» Process Owner: The individual or team responsible for the process.

« Frequency: How often the process occurs (e.g., daily, weekly, monthly).

Pro Tip: If a process could cause major issues with just a few hours of disruption, it's
unquestionably critical. Side note... your subject matter experts can usually pinpoint these
immediately.
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STEP 3 Gather Information

To accurately assess the impact of disruptions, gathering data is essential. Since every
organization is different, there’s no one-size-fits-all method. The best results often come
from using multiple approaches to gain a comprehensive understanding of business
dependencies and vulnerabilities. Below are a few options:

¢ One-on-One Interviews
Best for obtaining detailed, role-specific insights from key personnel.

e Group Sessions
Effective for identifying cross-departmental dependencies and operational risks.

e Surveys and Questionnaires
Efficient for gathering input from a large number of stakeholders.

e Workshops
Best suited for larger organizations or industries with complex operational
structures.

Pro Tip: If time allows, one-on-one sessions are typically the most effective way to gather
detailed insights.
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STEP 4 Assess the Impact of Disruptions

Once you've identified critical functions, determine what would happen if they were
disrupted. Assessing impacts across multiple categories ensures you understand the full
scope of potential damage and can prioritize recovery efforts effectively. Consider the
following key impact categories:

» Financial Impact - Quantify the monetary cost of downtime. How much revenue
would you lose per hour, day, or week if a critical function were unavailable? Factor
indirect losses (e.qg., sales or production halts), indirect costs (e.g., overtime to
recover), and potential contractual penalties. For example, if an e-commerce
platform’s payment system goes offline during a peak shopping period, losses
could escalate rapidly. Use historical data or industry benchmarks to estimate
these figures realistically.

o Operational Impact - Examine how disruptions would affect internal workflows
and processes. Would a failure in one area (e.g., IT infrastructure) cascade to
others (e.g., customer service or supply chain)? Consider employee productivity,
resource availability, and interdependencies between teams.

o Customer/Reputational Impact - Assess how disruptions could impact trust in
your brand. Would customers experience delays, poor service, or unmet
expectations? A single high-profile failure, like a data breach exposing customer
information, could lead to lost business, negative reviews, and long-term
reputational damage.

» Compliance/Regulatory Impact - Determine if a disruption could violate legal or
industry standards, exposing you to fines, sanctions, or lawsuits. For example, a
financial firm could face penalties for delayed reporting under SEC regulations.
Review applicable standards and consult with legal or compliance teams to gauge
risks accurately.
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Pro Tip: Develop a Rating Scale for Prioritization
To assess the impact of disruptions, create a simple and effective rating scale to evaluate
and rank their severity. There are many ways to approach this, so choose one that aligns
with your organization’s needs, culture, and complexity. For example:
e Numeric Scale (1-10):
o Low (1-3): Minimal impact, no significant disruption to operations (e.g., loss <
$1,000).
e Medium (4-6): Moderate disruption, unlikely to affect reputation or result in
legal/compliance penalties (e.g., loss around $10,000).
e High (7-10): Major impact to operations, significant reputational risks, and a high
likelihood of compliance/legal penalties (e.g., loss > $100,000).
e Color-Coded Scale: Green (low risk), Yellow (moderate risk), Red (high risk)
The goal is to tailor the scale to your organization’s size, industry, and risk tolerance,
ensuring it’s practical for decision-making. Test a few approaches to see which one
resonates most with your team.
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STEP 5 Map Dependencies to Understand Vulnerabilities

A successful Business Impact Analysis (BIA) hinges on understanding the intricate web
of interdependencies that tie your organization together. Functions, systems, people,
and external partners don’t operate in isolation. When one fails, the effects can cascade
across your operations like dominoes. Mapping these dependencies reveals hidden
vulnerabilities, highlights critical requirements, and equips you to prioritize recovery
efforts effectively.

Types of Dependencies to Consider:

1. Internal Dependencies

Look at how departments and processes lean on one another to function. For example,
payroll can’t run without accurate Human Resources (HR) data and integrated financial
systems. If the core HR system goes offline, paychecks could be delayed, morale could
tank, and legal issues might arise. Dig deeper: Does marketing rely on sales data to
craft campaigns? Does production need real-time input from quality control? ldentifying
these links uncovers internal critical points that might otherwise go unnoticed.

2. Technology Dependencies

Pinpoint the systems, software, and networks that prop up your key functions. A single
point of failure, like a CRM outage, could paralyze sales teams, frustrate customer
service reps, and leave clients in the lurch. Consider broader tech ecosystems too:

If your cloud provider crashes or a ransomware attack locks your servers, how many
processes grind to a halt? Map out hardware and applications to get the full picture of
your tech reliance.

3. Supply Chain & Vendor Dependencies

Evaluate your reliance on external suppliers, third-party services, and logistics partners.
If a critical vendor’s warehouse floods or a shipping carrier faces a strike, can you still
deliver to customers? For instance, a retailer dependent on a single overseas
manufacturer might face empty shelves during a geopolitical crisis. Assess contracts,
lead times, and alternative options to gauge how exposed you are to external
disruptions.
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4. Personnel Dependencies

Identify key employees, specialized roles, or skill sets that keep your wheels
turning. What happens if your lead engineer, who knows your custom software
inside out, is unavailable? Or if half your warehouse staff calls in sick during peak
season? Cross-training and succession planning gaps often hide here. Mapping
these dependencies forces you to confront whether you’ve got adequate backups
or if you’re one absence away from chaos.

Pro Tip: Document and Visualize for Clarity

As you uncover dependencies, seize the chance to brainstorm and record recovery
Strategies or workarounds for each critical resource. Could you switch to a secondary
vendor? Use manual processes temporarily? Tap a backup team member? Pair this with
visual tools, such as flowcharts, network diagrams, or even a simple table to make
relationships and risks crystal clear.
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STEP 6 Set Recovery Priorities

When conducting a BIA, you'll frequently come across key recovery terms. While
definitions may vary slightly between organizations and standards bodies, this guide
uses those provided by NIST (National Institute of Standards and Technology) a widely
recognized authority in business continuity and cybersecurity.

Now, it’s time to determine how quickly each critical function, system, or process must
be restored. These three key metrics will guide your decisions:

» Recovery Time Objective (RTO): The overall length of time an information
system’s components can be in the recovery phase before negatively impacting the
organization’s mission or mission/business processes. (Source: NIST Glossary)

e Recovery Point Objective (RPO): The point in time to which data must be
recovered after an outage. (Source: NIST Glossary)

e Maximum Tolerable Downtime (MTD): The amount of time mission/business
process can be disrupted without causing significant harm to the organization’s
mission. (Source: NIST Glossary)

Why this matters:

Setting clear recovery priorities ensures that when a disruption occurs, your team knows
exactly what to restore first and how quickly, minimizing downtime, financial losses, and
operational chaos.

Pro Tip:

Instead of using technical terms, break everything down into simple, everyday language,
and don’t be afraid to ask if something isn’t clear. That way, participants feel more
comfortable asking questions and contributing to the discussion.
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STEP 7

Create an Action Plan

Now that you’ve assessed the risks and priorities, it’s time to turn findings into action.

Your plan should include:
» Aranked list of critical functions
« Recommended strategies to minimize disruption

» Suggestions for improving resilience (e.g., backups, alternate suppliers, cloud
redundancy)

Pro Tip: Compile the collected data and impact assessments into a structured BIA
Report.

STEP 8

Keep Your BIA Up to Date

A BIA isn’t a one-and-done process. As your business evolves, so do its risks. Set a

schedule to review and update your BIA regularly, especially when there are major
changes like new technology, organizational shifts, or external threats.

Pro Tip: A good rule of thumb is to review your BIA annually or whenever there's a
significant change in your business. In some industries, updating it at least once a
year is actually a requirement.
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Conclusion

A Business Impact Analysis (BIA) is the cornerstone of business continuity
planning, providing organizations with a clear, actionable understanding of risks,
dependencies, and recovery priorities. By following a structured approach that
includes defining scope, identifying critical functions, gathering data, and
assessing impacts, organizations can significantly enhance their resilience and
readiness for disruptions. While conducting a BIA requires effort, it’'s one of the
most impactful actions you can take to be better prepared for disruptions and
recover more swiftly when they occur.

About Continuity Innovations

Continuity Innovations is an award-winning business continuity firm specializing
in innovative resilience software and expert consulting services. With a team of
Certified Business Continuity Professionals, we bring real-world disaster
management experience to clients across industries. Our tailored solutions
simplify resilience, ensuring organizations stay prepared for disruptions while
meeting regulatory requirements. As industry leaders, we stay at the forefront
of advancements, delivering cutting-edge strategies that empower businesses
to build robust continuity programs with confidence.
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