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1.1  General
1.1.1  Purpose
The purpose of this plan is to establish an enterprise wide strategy and guidance to ensure that the mission critical functions of KHA are not disrupted in the event of an emergency. The plan outlines the rules and procedures required to respond and relocate the operations of any KHA facility if the environment in which it operates is threatened, diminished, or incapacitated.
1.1.2  Scope and Assumptions
Scope
The COOP plan is applicable to all of the five locations that KHA operates in 

1. Elizabeth City, NC

2. Norfolk, VA

3. Daytona Beach, FL

4. San Diego, CA

5. Seattle, WA

Assumptions
Following are some of the assumptions based on which KHA COOP plan has been defined

1. Clients have been informed about the relocation plans

2. The roles and responsibilities have been clearly defined and the necessary resources will be available in case the COOP has to be activated.
3. Applications will be recovered in the order of predefined priority levels.

1.1.3  Roles and Responsibilities
All KHA personnel who will be directly or indirectly involved in case of a COOP Activation and relocation will be identified and their roles will be defined.

1.1.4  COOP Check List 
A Check list of actions to be performed by each individual in case a COOP is activated will be defined.
1.2  COOP Activation
Following procedures are to be followed in the activation of the KHA COOP. The extent to which these procedures will be followed will depend on the scope of emergency and the amount of advance warning received and the extent of damage to the effected facilities.

1.2.1  Conditions for Activation
· Alert and Notification Procedures 

· Initial Actions

· Activation Procedures

· Deployment and Departure Procedures

1.2.2  COOP Relocation Site Map and Directions

1.2.3  COOP Relocation Site Inventory
1.2.3.1 COOP Relocation Site Activation Procedures

· Deployment and Departure procedures
· Transition to Alternate Operations
1.3  COOP De-Activation
This section outlines the procedures that will be used to evaluate the event that triggered the COOP Activation and the plans to returning establish operations back at the effected facility or a new facility. It also outlines how the incident review will be done and the actions that need to be taken to mitigate the risks in the event of a reoccurrence of the incident.
1.3.1  Procedures

· Orderly transition of all functions, personnel, equipment from the COOP site to a new or restored facility.
· Transfer mission critical functions from the COOP site and resume normal operations at the new or restored facility.
1.3.2  Incident Review and Remediation plan
· Analyze the strengths and weaknesses of the current COOP plan with respect to the incident.

· Based on the incident prepare a Remedial Action Plan to propose recommendations if any.
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