
Crisis Management Plan Template
In today's unpredictable business environment, the ability to respond swiftly and effectively to
crises is a critical determinant of an organization's resilience and long-term success. Whether
facing natural disasters, cyberattacks, financial disruptions, or reputational threats, a
well-prepared and organized response can mean the difference between a swift recovery and a
prolonged period of uncertainty and loss.

This Crisis Management Plan Template is designed to provide your organization with a
structured framework for navigating through crises. It outlines essential steps for assembling a
dedicated crisis management team, assessing potential risks, and establishing clear
communication channels. The template also includes detailed strategies for maintaining
business continuity and executing recovery operations.

#1. Introduction

● Purpose: Describe the purpose of the crisis management plan.
● Scope: Outline the scope of the plan, including the types of crises it covers.
● Objectives: List the primary objectives of the plan, such as minimizing damage,

ensuring safety, maintaining communication, and ensuring business continuity.

#2. Crisis Management Team (CMT)

● Team Structure: Provide an organizational chart or list of the Crisis Management Team
members.

● Roles & Responsibilities:
○ Team Leader: Oversees the entire crisis response, makes critical decisions, and

liaises with senior management.
○ Communications Officer: Manages internal and external communications,

including media relations.
○ Operations Officer: Ensures that business operations continue and handles

logistics.
○ Finance Officer: Manages financial resources, including emergency funds and

insurance claims.
○ Human Resources Officer: Manages personnel issues, including employee

safety and welfare.
○ Legal Advisor: Provides legal guidance and ensures compliance with

regulations.



○ IT Officer: Manages IT infrastructure, cybersecurity, and data protection during a
crisis.

○ Security Officer: Ensures physical security and coordinates with law
enforcement if needed.

○ External Relations Officer: Liaises with external stakeholders such as partners,
suppliers, and customers.

#3. Risk Assessment

● Risk Identification: List potential crises that could affect the organization (e.g., natural
disasters, cyberattacks, financial crises).

● Risk Analysis: Assess the likelihood and impact of each identified risk. Use a risk matrix
if necessary.

● Prioritization: Rank the risks based on their potential impact and likelihood to prioritize
response planning.

#4. Crisis Response Plan

● Activation Criteria: Define the triggers or criteria that will activate the crisis
management plan.

● Initial Response Actions:
○ Immediate Notification: Who should be informed immediately? (e.g., Crisis

Management Team, senior management, employees)
○ Incident Assessment: How will the situation be assessed initially? Who is

responsible for this?
○ Initial Communication: What are the first messages to be communicated

internally and externally?
● Specific Crisis Scenarios: Outline specific responses for different types of crises, such

as:
○ Natural Disasters: (e.g., Evacuation plans, shelter-in-place procedures)
○ Cybersecurity Breaches: (e.g., Isolate affected systems, notify affected parties)
○ Product Recalls: (e.g., Stop production, notify customers, and recall products)
○ Public Relations Crises: (e.g., Develop a public statement, engage with the

media)

#5. Communication Plan

● Internal Communication:
○ Communication Channels: List the communication channels that will be used

(e.g., email, SMS, intranet).
○ Message Templates: Include pre-drafted messages for different scenarios.



○ Employee Communication Protocol: Define how and when employees will be
informed about the crisis.

● External Communication:
○ Stakeholder Identification: List key external stakeholders (e.g., customers,

partners, media).
○ Public Statements: Include templates for public statements for different crises.
○ Media Relations: Outline how to manage interactions with the media.

● Communication Log: A section for logging all communication during the crisis,
including who was contacted, when, and the content of the communication.

#6. Business Continuity Plan

● Critical Functions Identification: List the organization’s critical functions that must be
maintained during a crisis.

● Recovery Time Objectives (RTOs): Define the maximum acceptable downtime for
each critical function.

● Backup Resources: Identify backup resources, such as alternative work sites, backup
systems, and third-party support.

● Continuity Procedures: Outline procedures to maintain or quickly restore critical
business functions.

#7. Post-Crisis Recovery

● Damage Assessment: Outline how to assess the damage after a crisis.
● Recovery Actions: List the steps required to return to normal operations.
● Communication: Define how and when stakeholders will be updated on the recovery

process.
● Debriefing: Schedule a debriefing session to review the crisis management response

and identify lessons learned.

#8. Plan Maintenance

● Review and Update Schedule: Set a schedule for regular reviews and updates of the
crisis management plan (e.g., annually).

● Training and Drills: Define how often the crisis management team and other employees
will undergo training and participate in drills.

● Record of Changes: Keep a log of any changes made to the crisis management plan.

#9. Appendices

● Contact Information:



○ Crisis Management Team Contact List: Include names, roles, and contact
details for all CMT members.

○ External Contacts: Include emergency services, legal advisors, insurance
companies, and other key external contacts.

● Resource Inventory: List all resources available for crisis management, such as
emergency supplies, backup generators, etc.

● Crisis Communication Templates: Provide ready-to-use templates for different
communication needs.

● Risk Assessment Matrix: Include the full risk assessment matrix used in the planning
process.

● Floor Plans/Evacuation Maps: If applicable, include maps of the facility showing
evacuation routes and emergency exits.

This template serves as a comprehensive guide for creating a tailored crisis management plan
that meets the specific needs of your organization.


