
GUIDE TO COMPLETING THE BUSINESS CONTINUITY FINANCIAL PLANNING TEMPLATE
The purpose of the template is to help identify and plan for the financial impact of changes to your organization due to COVID-19.  The template is designed to identify cost savings over the next one, two, three and six-month periods to offset the loss in revenue due to significantly curtailed or fully closed operations at some or all locations/branches. These periods can be adjusted to align more closely with your operations.  

Level I – Today through April 30, 2020

Level II – Today through May 31, 2020

Level III – Today through June 30, 2020

Level IV – Today through September 30, 2020  

Following are the basic steps for completing the template:

1. Identify the potential changes to operations (scenarios), due to the following and enter on the "Summary" tab in Column C:

· Number of cancelled/deferred memberships

· Reduced/cancelled youth and adult programs

· Lower than usual camp registrations

· No day or resident camp

· Voluntary or government-mandated shut down of some or all operations/branches

· Other significant changes due to the impact COVID-19

2. Estimate the decrease in revenue due to each of the changes identified above and enter on the "Summary" tab in Columns H thru L for each period.  This can then be used as the basis for determining the amount of targeted cost savings.

3. Estimate the reduction in individual expense line items for each period, based on planned actions and enter on the separate expense tabs: LEVEL I, II, II and IV.  Review expenses for both the association and branches, if applicable.  (See Things to Consider when Reviewing Expenses below.) 

4. If planned actions regarding full-time and part-time staff involve staff reductions or temporary furloughs, enter those reductions in Columns E & F on the “Summary” tab for each period.  (This information will likely be useful to partners as they advocate for government subsidy and funding to offset losses due to COVID-19.)

5. Column Q on the “Summary” tab will indicate the net impact of lost revenue, offset by the targeted cost savings.

THINGS TO CONSIDER WHEN REVIEWING EXPENSES

STAFF REDUCTION / FURLOUGH


· Examine all program schedules and shift direct services activities to exempt staff

· Consider temporarily furloughing certain staff

· Consider terminating certain staff so that they can collect unemployment

· Consider paying staff the difference between regular compensation and unemployment for a period of time

· Evaluate your contribution to health insurance

DELAY COST-OF-LIVING RAISES


· Delay cost-of-living raises for part-time and/or full-time staff for a period of time

· Reduce salaries for certain existing staff

REDUCE RETIREMENT FUND CONTRIBUTION %


· Consider reducing contribution % in the short term – Retirement Fund contributions can be between 8% and 12% (Currently there is a mandatory 45-day waiting period from the date employees are notified of any changes to Retirement Fund contributions)
CAPITAL EXPENDITURE SAVINGS 


· Don't plan to start new capital projects

· Strategically delay existing capital projects

· Assess whether to permanently cancel existing capital projects

· Multi-branch Associations: consider location closures
SUPPLIES 


· Freeze spending for all non-essential supplies


MARKETING


· Reduce marketing spend; target marketing based on revised fitness, program, child-care, camp, etc. activities

· Eliminate all marketing expenses for a period of time


TRAVEL & TRAINNING


· Freeze all non-essential travel

· Implement a complete travel ban

· Freeze all non-essential training (only in-house training, lunch-and-learns, etc.)

VENDORS


· Consider temporary suspension of contracted (external) services

· Consider setting up a payment plan with vendors

· Consider triaging which vendors get paid first.
HIRING FREEZE


· Restrict hiring to only mission-critical positions

· Freeze all full-time and part-time hiring

· Move staff between branches instead of hiring new staff


EVENTS


· Determine the impact of cancelling events with open registration

· Determine whether to cancel future events and estimate the financial impact

· Evaluate event costs and incidentals such as tee shirts, signs, etc. to reduce costs

BANKS AND CAPITAL DEBT

· Work with mortgage holders on revised payment schedules

· Work with banks on establishing an increased line of credit


