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CONTINUITY OF OPERATIONS ESSENTIAL FUNCTIONS WORKSHEET
For use of this form, see AR 500-3
Idenfity the organization's operating departments, divisions, or business units in column 1.
Step 1: 
Step 2: 
Step 3:
Step 4:
For each operating unit, identify ALL organization functions and list them in column 2.
For each organization function, determine the underlying activities and tasks that are conducted as a result of this function.  List these activities/tasks in
column 3.
Determine whether the organization function listed in cloumn 2 is "essential" and must be included in the organization's Continuity of Operations/ 
Continuity of Government Plan.  In order to determine whether the function is essential:
THE INFORMATION COLLECTED IN THIS WORKSHEET SHOULD BE USED TO DETERMINE THE ORGANIZATION'S "ESSENTIAL FUNCTIONS" AND THE
UNDERLYING ACTIVITIES AND TASKS THAT SUPPORT THESE ESSENTIAL FUNCTIONS.
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a.  Review the organization's mission statement; or
b.  Assess the impact of the overall loss of this function on the agency; or
c.  Determine whether any of the activities/tasks underlying this function.
Indicate whether the function is essential in column 4.
ORGANIZATION/DEPARTMENT/ 
DIVISION/BUSINESS UNIT
ORGANIZATION FUNCTION
ACTIVITIES AND TASKS
IS THIS FUNCTION
ESSENTIAL?
(A, B, C, D)
LEVEL OF
PRIORITY FOR
EACH ESSENTIAL
FUNCTION
ASSIGNED  
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ORGANIZATION/DEPARTMENT/ 
DIVISION/BUSINESS UNIT
ORGANIZATION FUNCTION
ACTIVITIES AND TASKS
IS THIS FUNCTION
ESSENTIAL?
(A, B, C, D)
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PRIORITY FOR
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FUNCTION
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