
P REP ARE FO R S ET BAC KS

Owner absence continuity checklist

If  you cannot work tomorrow, what must keep moving? Use this as a prompt — keep the live job and
payment lists where you already work.

Write these down in your own place

Co nt inuit y pack sho uld co ver

1. Active jobs and the next promise on each
2. Urgent payments and how they get paid
3. Who can speak to customers
4. Who can manage urgent work
5. Priority suppliers and advisers
6. Where documents and banking info are stored

On this page
T RUST ED PERSON WHO KNOWS WHERE T HE PACK IS

WHERE T HE PACK LIVES (FOLDER, DRIVE, NOT EBOOK)

MOST  URGENT  JOB OR PAYMENT  IF I AM AWAY T OMORROW

Make it  f indable

WH O I  WI LL T ELL

UPDAT E WH EN

This resource is for educational purposes only. It is not tax, legal or financial advice. Rules and requirements can differ by business type and location.
Check with the relevant authority or a qualified adviser for your situation.


