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1 Introduction 

In order to fulfil its mission to the customers and other stakeholders it serves, Insert Company Name 
must ensure that the key products and services it provides are protected from risk. This requires that 
it have a full understanding of the impact of not being able to deliver all or part of its business 
activities. This impact may take several forms, take varying times to become critical and may affect 
many different aspects of the Insert Company Name business and other interested parties around it. 
 
The purpose of this document is to assess the main impacts of not being able to deliver Insert 
Company Name’s prioritised activities and to establish objectives that must be met in order to 
continue to provide an acceptable level of service during a disruptive incident. 
 
This business impact analysis has been produced as part of the implementation of ISO22301 
international standard for business continuity management within Insert Company Name. 
 
This business impact analysis was carried out by the following people: 
 

NAME ROLE IN ASSESSMENT 

Name Lead risk assessor 

Name Assistant risk assessor 

  

 
Table 1: Risk assessment team 
 
As part of the assessment, the following additional people were consulted: 
 

NAME TITLE LOCATION 

Name Chief Technology Officer Chicago office 

Name HR Manager London office 

   

 
Table 2: People consulted 
 

2 Business impact analysis context 

This section describes the reasons why the business impact analysis was carried out, the business 
activities that were within its scope and the criteria that were applied in order to decide what levels 
of reduced service are recommended for acceptance. 
 

2.1 Internal and external context 

Describe the internal and external context of the business impact analysis as defined in the 
Business Impact Analysis Process document. This should include the reasons why the business 
impact analysis was carried out and the potential benefits from it. 
 
For example: 
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This business impact analysis was required as part of the implementation of the ISO22301 
business continuity standard within Insert Company Name. Business impact analysis is a key 
part of the standard and the establishment of a Business Continuity Management System. 
 
It has been decided to adopt, and seek certification to, the ISO22301 standard so that 
increased assurance can be given to our customers that we take the continuity of our business 
activities seriously and that we are using an accepted approach to do so. 
 
This is in the context of an increasingly competitive environment and one in which legal 
requirements are becoming stricter. Performing a business impact analysis against our most 
critical business processes is therefore an effective way of meeting our obligations and 
improving our competitiveness. 
 

2.2 Scope 
Set out the boundaries of the business impact analysis in terms of what it does and does not 
cover. 
 
For example: 
 
This assessment addresses the impact of not delivering key business activities that take place 
from the Chicago manufacturing facility. It does not cover impacts to those parts of business 
processes provided from other facilities within the USA and other locations around the world. 
 
Following consultation with stakeholders the following activities have been identified as being 
of high priority for business continuity, together with their supporting processes, systems, 
information, people, assets, outsource partners and other resources. 
 
For more information on the organisation and its activities see Business Continuity Context, 
Requirements and Scope. 
 

ACTIVITY REASON FOR PRIORITISATION ADDITIONAL INFORMATION 

Example Product 1 

High volume product that 
gives rise to a significant 
proportion of the 
organisation’s annual profit 

Produced at a single factory 
location  

Example Service 1 

Supports the health of 
customers and may lead to 
loss of life if not provided in a 
timely fashion 

There are few alternative 
providers of this service in the 
market  

Example Business Process 1  
Provides ability for retail stores 
to be restocked daily  

Competitive market with low 
customer loyalty 

 
Table 3: Prioritized business activities 
 

The above activities were used as the focus for the business impact analysis process described 
in the remainder of this document. 

 
2.3 Business impact analysis process 

For details of the process of which this report is a part, please refer to document reference – 
Business Impact Analysis Process. 



Business Impact Analysis Report 

BCMS-RE-004  Version 1 Page 4 of 6 

 

 
This report assesses the following aspects to reach a conclusion regarding the objectives that 
should be set for recovering its key business activities:  

• Definition of key business activities 

• Resources normally required for this activity to occur 

• Outcome of activity being delivered 

• Any legal, statutory, and contractual obligations 

• Impact of disruption after defined periods of time, in the areas of 
o Impact on staff or public well-being 
o Impact of breaching legal or regulatory requirements 
o Damage to reputation 
o Impact on financial viability 
o Impact on product or service quality 
o Environmental damage 

 
This information allows the definition of the following critical objectives for each business 
activity: 

• Maximum Tolerable Period of Disruption (MTPD) 

• Recovery Time Objective (RTO) 

• Minimum Business Continuity Objective (MBCO) 

• Recovery Point Objective (RPO) 

• Recovery needs, in terms of resources and dependencies 
 

This report is input to the risk assessment stage of the business impact analysis and risk 
assessment process and must be signed off by top management before continuing to that 
stage. 

 

3 Business impact analysis results summary 

A summary of the outcome of the business impact analysis is shown in Table 5. Full details of the 
assessment are attached at Appendix A, which may be useful if a complete understanding of the 
reasons for the set objectives is required. 
 
The ISO terms used to set specific business continuity objectives for each business activity are 
defined in Table 4. 
 

TERM DEFINITION 

Maximum Tolerable 
Period of Disruption 
(MTPD) 

time it would take for adverse impacts, which might arise because of not 
providing a product/service or performing an activity, to become 
unacceptable 

Minimum Business 
Continuity Objective 
(MBCO) 

minimum level of services and/or products that is acceptable to the 
organization to achieve its business objectives during a disruption 
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Recovery Point 
Objective (RPO) 

point to which information used by an activity must be restored to enable 
the activity to operate on resumption NOTE - can also be referred to as 
"maximum data loss" 

Recovery Time 
Objective (RTO) 

period of time following an incident within which a)product or service 
must be resumed or b) activity must be resumed or c) resources must be 
recovered NOTE - for products, services and activities, the recovery time 
objective must be less than the time it would take for the adverse impacts 
that would arise as a result of not providing a product/service or 
performing an activity to become unacceptable 

 
Table 4: Key ISO definitions 
 
Describe the outcome of the business impact analysis, highlighting areas of concern and reasons why 
specific objectives were recommended. 
 
For example: 
 
It is clear from the assessment that significant issues occur within a relatively short space of time if 
the delivery of the customer services activity is disrupted. These issues affect the sale of product, 
technical support to partners and suppliers and compliance with our contractual obligations for 
warranty and product defect support. If this activity is completely unavailable for more than one 
business day, it is estimated that major reputational and financial damage to the organization will 
start to be experienced. 
 
The following business activities were identified and objectives for their recovery established: 
 

BUSINESS 
ACTIVITY 

ACTIVITY DESCRIPTION MTPD RTO 
MBCO 

AT 
RTO 

RPO 
RESOURCES 
REQUIRED 

Customer 
telephone 
enquiries 

Processing of customer 
enquiries via the 
telephone 

36 
hours 

24 
hours 

50% 
service 

No data 
loss 

20 staff with 
telephones and 
PCs with access 
to corporate 
systems 

Customer 
telephone 
sales 

Taking of customer 
orders via the 
telephone 

36 
hours 

24 
hours 

100% 
service 

No data 
loss 

10 staff with 
telephones and 
PCs with access 
to corporate 
systems 

Warranty 
repairs 

Logging new repairs and 
enquiries about existing 
ones 

72 
hours 

48 
hours 

50% 
service 

No data 
loss 

5 staff with 
telephones and 
PCs with access 
to corporate 
systems 

Customer 
email 
enquiries 

Processing of customer 
enquiries via email 

72 
hours 

48 
hours 

25% 
service 

No data 
loss 

3 staff with 
access to email 
and CRM system  
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Physical mail 
handling 

Opening mail and 
logging paper-based 
enquiries 

72 
hours 

48 
hours 

50% 
service 

24 
hours 

2 staff between 
the hours of 9am 
and 11am Mon 
to Fri 

 
Table 5: Business impact analysis summary 
 

4 Appendix A: Detailed business impact analysis 

You may decide to include full details within the report or to include the detailed assessment as an 
embedded file 
 


