	Continuity of Operations – Essential Function Worksheet



Basic Information
Function Name
[Insert the name of the function/task.]
Justification of Function
[Write a short (couple sentence) justification as to why this function is essential to your agency’s operations.]
Date Last Updated
[Insert the date this document was last updated.]
Responsibilities and Succession
Primary Responsibility
[List the person or people with primary responsibility for this function.]
Supporting Responsibility
[List the person or people with supporting responsibility for this function.]
Successors
[List the people who can assume specific duties or tasks related to this function. For each, if needed, note which specific duties/tasks are assumed by that person, ensuring all essential duties/tasks for this function are covered.] 
Job Aids/Supporting Materials
[SILVER TIER ONLY: Provide a job aid or step-by-step task description that is detailed enough to allow someone who does not normally perform this function to be able to assume the duties of this function with minimal difficulty. You may either attach a new job aid or reference an existing document such as a procedure, field training checklist, etc.]
	
	
	



