
Date: [Insert Date] 

To: [Recipient Name/Stakeholder Name] 

From: [Your Name/Department] 

Subject: Business Continuity and Disaster Recovery (BCDR) Assessment Results 

Dear [Recipient Name], 

This letter serves to formally document the completion of the Business Continuity and Disaster 

Recovery (BCDR) assessment conducted for [Company Name/Specific Department] on [Date]. 

The primary objective of this assessment was to evaluate our current state of preparedness, 

identify potential vulnerabilities, and ensure that critical business functions can be maintained or 

quickly resumed in the event of a significant disruption. 

Key Areas Evaluated: 

• Business Impact Analysis (BIA) and recovery time objectives. 

• Data backup procedures and off-site storage integrity. 

• System redundancy and failover capabilities. 

• Communication protocols and emergency contact lists. 

• Employee safety and alternative workspace availability. 

Summary of Findings: 

[Insert a brief summary of strengths and areas requiring improvement here.] 

Action Plan: 

Based on the assessment, the following remediation steps have been scheduled: 

1. [Action Item 1] - Due Date: [Date] 

2. [Action Item 2] - Due Date: [Date] 

The full assessment report is attached for your detailed review. We remain committed to 

ensuring the resilience of our operations and the security of our assets. 

Sincerely, 

[Signature] 

[Your Printed Name] 

[Your Job Title] 


