CITY OF SHINNSTON CONTINUITY OF OPERATIONS PLAN
PUBLIC WORKS
ESSENTIAL FUNCTION: READ METERS

	ESSENTIAL FUNCTION QUESTIONNAIRE

	The objective of this worksheet is to evaluate essential agency functions and develop measures to minimize disruption. 
 (
READ METERS
 – 
Recording data related to water usage throughout the city
.
)
Essential Function:



 (
Monthly manual observation of meters and recording of water utilized by customer; provide data to the city office for billing; calculation of monthly water loss
.
)
Services this function 
provides:






 (
X
)1. Loss of this function would have the following effect on the agency:
     Catastrophic effect on the agency or some divisions                 Moderate effect on the agency or some divisions
     Catastrophic effect on one division                                            Minor effect on the agency or some divisions
2. Loss of this function would have a negative impact on the following organizations: City departments (per potential lost revenue), all water customers (residential and business)
    
3. How long can this agency function continue without its usual information system operational, and telecommunications support? Assume loss of support occurs during your busiest, or peak period. Check only one. 

 (
X
)      Hours                      Up to 1 day                      Up to 2 days                      Up to 3 days
      Up to 1 week           Up to 2 weeks                 Up to 3 weeks                    Up to 4 weeks                 Other
4. Can this function be suspended; if yes, who has that authority?   Yes (Field Supervisor)
5. If this functions is suspended, startup would be required within:        Within two (2) months of suspension so that estimating water usage is restricted to once

6. Can this function be transferred to another agency; if yes, which agency?  No
 7. Would the loss of this function result in any legal ramifications; if yes, explain? N/A
Indicate the peak time(s) of year and/or peak day(s) of the week and/or peak time of the day, if any, for this function or its associated applications. 

	
 (
X
)         Jan                 Feb                Mar                Apr                May                June                July 
          Aug                Sept               Oct                 Nov               Dec                Year Round

	 (
X
) (
X
) (
X
) (
X
) (
X
)
          Sun              Mon              Tues             Wed               Thurs             Fri              Sat


	 (
PM
)
   1:00                 2:00                 3:00                 4:00                 5:00                 6:00                 7:00
 (
AM
)
   8:00                 9:00               10:00               11:00               12:00                  24/7
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	8. Have you developed/established any backup procedures to be employed to continue agency functions if the associated applications are not available? Consider data and/or applications on hard drives, CD-ROMs, floppy drives, zip drives, and paper.     Yes (Cross-trained personnel, ability to skip one month and estimate water usage based on historical data)


 (
Providing data on water usage to the city office to allow for proper billing
.
)9. Loss of this function would keep us from supplying the following services to the public and other entities:  








 (
Communication Tools – 
Cellular phones
Equipment – 
N/A
Systems/Software/Programs – 
N/A
Essential Supplies – 
Log books
Partner/Assisting Agencies – 
City 
Business Office
Vendors – 
N/A
Other Resources – 
N/A
)10. List any resources upon which this function depends:









































