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Department Details	    											

	Facility Address:
	286 Oconee Street, Suite 200 South, Athens, GA 30602



[bookmark: _Hlk136587525][bookmark: _Hlk136587027]Who are the critical contacts for the department?							

	Name
	Title
	Phone
	Responsibility

	Uga XI “Boom”
	Senior AVP F&A
	706-555-5555
	Notify if plan is activated

	Hairy Dawg
	Director
	706-555-5555
	Overall operations, EOC

	Spike
	Assistant Director
	706-555-5555
	Primary backup, maintaining alert systems

	Uga X “Que”
	Business Manager
	706-555-5555
	Secondary backup, financial processes, procurement

	UGA IX “Russ”
	IT Support
	706-555-5555
	Contact for IT, networking, connectivity, etc needs



What essential services must we continue to provide, and what is the backup plan to provide them?

1. Maintain departmental financial operations (payroll, purchasing, reimbursements).
a. Core functions are processed through UGA financial systems and can be accessed remotely by authorized staff. Backup staffing is assigned within the business office to ensure continuity of approvals and transactions.
2. Provide IT support and system access for faculty and staff.
a. Support can be delivered remotely through the university help desk platform. Critical systems are cloud-based and accessible through VPN, with escalation to EITS for system outages.
3. Support student-facing services and communications.
a. Academic advising and administrative support can transition to virtual formats using Microsoft Teams and email. Shared inboxes ensure continuity if primary staff are unavailable.
Why must we provide these services?									

· These functions support essential university operations, including employee compensation, instructional continuity, and student services.
· Interruptions could impact compliance, financial stability, and the ability to deliver instruction and support to students.
· Maintaining these services ensures operational continuity and minimizes disruption to the campus community.
[bookmark: _Hlk136586970]How will we continue to get essential support, supplies or materials from key vendors?	

· UGA Enterprise Information Technology Services (EITS): Provides system access, network support, and security services. Contact via the EITS Help Desk or online support portal.
· Authorized financial and procurement systems: Accessible remotely for vendor payments and purchasing.
· Office and operational supplies: Purchased through approved vendors using department procurement cards; alternative vendors may be used if primary suppliers are unavailable.
Where can we move our operations if our facility is impacted and can we access our data?	

· Most services can be transitioned to remote operations using Microsoft 365 (Teams, OneDrive, SharePoint).
· Temporary workspace may be arranged in another campus building if on-site presence is required.
· All critical documents and files are stored in secure cloud-based systems and accessible remotely by authorized staff.
[bookmark: _Hlk136586912]When can we move operations – how long will it take to shift operations?				

· Remote operations can be activated within the same business day, provided staff have access to necessary equipment and credentials.
· Physical relocation to an alternate campus space can typically occur within 24–48 hours, depending on availability and coordination needs.
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