CITY OF SHINNSTON CONTINUITY OF OPERATIONS PLAN
FINANCE OFFICER
VITAL RECORDS
	VITAL RECORD
	DESCRIPTION
	FORM OF RECORD
	TIME CRITICAL – NEEDED WITHIN 72 HOURS

	Appalachian Software
	Accounting software used for accounts payable, accounts receivable, and payroll
	Paper
ELECTRONIC
Both
	YES
No

	Accounts Payable/Accounts Receivable Records
	Billing, payroll, customer sign-ons, etc.
	PAPER
Electronic

Both
	Yes

NO


VITAL RECORDS (CONTINUED)
	VITAL RECORD
	STORAGE LOCATION
	MAINTENANCE FREQUENCY
	CURRENT PROTECTION METHOD(S)

	Appalachian Software
	Shinnston City Building (on computers)
	DAILY  Weekly  Monthly  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	Vendor agreement with Appalachian Software of Scott Depot for software maintenance and troubleshooting; remote data backup by Appalachian Software

	Accounts Payable/Accounts Receivable Records
	Shinnston City Building
	Daily  Weekly  MONTHLY  Quarterly  Annually          

Bi-weekly  Bi-annually  Never
	None


