
Task Name/Position Completion Date

Conduct a Business Risk
Assessment (checklist

provided)

Identify your top three local
hazards

Create or update a business
emergency plan

Assign emergency roles to
staff

READYTN Business  Preparedness

Checklist

This 4-week checklist is designed to guide small businesses through key preparedness activities. Each week focuses on a
different theme, with specific key actions and tracking tools to monitor progress. At the end of the 4-weeks, you will be
ReadyTN Business certified.

WEEK TWO:  SAFEGUARD YOUR OPERATIONs

Task Name/Position Completion Date

Complete a business
continuity plan

Back up critical documents
and financial data (cloud or

offsite)

Create a vendor and
customer communication

plan

Verify/update insurance
coverage for disaster

scenarios

WEEK ONE:  Know YOUR Risk and make a plan



Task Name/Position Completion Date

Conduct a facility safety
inspection (with a checklist)

Update Employee
Emergency Contact List 

Create an evacuation and
shelter in place plan

Stock basic emergency
supplies (flashlights, first

aid kits, etc)

Task Name/Position Completion Date

Train all employees on
emergency procedures 

Conduct a drill and invite
your local Emergency

Manager

Join your local Business or
Emergency Network

(Chamber of Commerce or
local VOAD)

Share your preparedness
progress on social media

using #ReadyTN

WEEK Three:  Protect  your people  and property

WEEK Four:  Practice  and Partner 




