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	Scope (Activity / Area Audited): ISO 22301 Documentation compliance

	Criteria (ISO Standards / Internal Procedures): Compliance with ISO 22301 standards and documented procedures / records 

	Auditor(s) : 
	Date : 



	Question
	Evidence Viewed / Response / Findings

	Are following mandatory documents available:
· List of legal and regulatory requirements (clause 4.2.2)
· Determination of the scope of the business continuity management systems including an explanation of acceptable exclusions (clause 4.3)
· Business continuity policy (clause 5.2)
· Business continuity objectives and evidence of planning to achieve them (clause 6.2)

	

	Are following mandatory records available 
· Records of training, skills, experience and qualifications (clause 7.2)
· Procedure for the control of documented information (clause 7.5)
· Record of operational planning and control and in particular the organisation’s control of outsourced processes (clause 8.1)
· Documented risk assessments as part of a formal risk assessment process (clause 8.2.3)
· Documented procedures in place to respond to disruptive incidents in a structured manner (clause 8.4.2)
· Documented communication with interested parties, records of disruptive events and the actions taken in response to them (clause 8.4.3)
· Documented business continuity plans with a summary of the arrangements in place to respond to a disruptive event (clause 8.4.4)
· Documented recovery procedures (clause 8.4.5)
· Documented testing of business continuity plans (clause 8.5)
· Documented evaluation of business continuity documentation and capability with record of such evaluations being conducted at planned intervals. (clause 8.6)
· Records of monitoring and measurement e.g., company goals, departmental targets…etc. (clause 9.1.1)
· Documented procedure for carrying out internal audits and records of the results of these audits (clause 9.2)
· Record of the management review (clause 9.3)
· Record of corrective actions that have been implemented in response to non-conformities (clause 10.1)
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