

United Way of Pierce County

Business Impact Analysis / Questionnaire


Department Name: Finance
Department Owner Name/Title: Pete Grignon, CFO
In the following table, list the job duties performed by this Department:
	1
	Payroll

	2
	Accounts Payable

	3
	Accounts Receivable

	4
	Etc.

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	

	13
	

	14
	

	15
	


For each job duty listed above, fill out a questionnaire sheet which appears on the following page…
Department Name: Finance
Job Duty: Payroll
QUESTIONNAIRE

Dependencies – (A brief description of the dependencies of this job duty. What has to happen or needs to be available before the work can be performed?)
PC, Internet Access to ADP Website, Timesheets for hourly and work study staff 
How long can your work continue to function without use of the UWPC computer system? (Assume that loss of computer occurs during your busiest or peak period.) Please check only one.

  FORMCHECKBOX 
Less than 1 day

 FORMCHECKBOX 
 Up to 2 weeks

  FORMCHECKBOX 
 Up to 2 days

 FORMCHECKBOX 
 Up to 1 month

  FORMCHECKBOX 
 Up to 4 days

 FORMCHECKBOX 
 Up to 3 months

  FORMCHECKBOX 
 Up to 1 week

 FORMCHECKBOX 
 Up to 6 months

Indicate the peak and/or critical time(s) of year, month and/or day of the week, if any for this job duty:
3 to 4 days prior to each actual pay date two times a month – we have approximately a 48 hour window prior to the actual pay date.
(Pay dates are generally the 15th and 30th of each month) 
Please explain why:

Operational impacts – (When would operational impact to the business be realized if the work was not performed? Describe the operational impact potential.)
Potential for work stoppage since people would not get paid.
Financial impacts – (When would financial impact to the business be realized if the work was not performed? Describe the financial impact.) 

We believe that staff may opt to work for a while until payroll can be re-established. The financial impact would come in approximately 1-2 months if payroll were not restored.
Work backlog – (At what point will the backlog of your work start to impact the business)?
If payroll information was not entered into the system prior to each pay date.
Recovery/Technology resources – (What kind of resources are needed to support your work, how many are needed, and how soon are they needed after a disruption – software, applications, phones, desks, PC, etc.)? 

PC, Internet Access, A new certificate would be needed from ADP to allow this PC to process payroll. This would be sent via email. Phone, Desk, ADP Website, Timesheets for hourly and work study students – depending on the date and time of the disruption, these would be needed a few days prior to the next pay date.
Standalone PCs or workstations – (Does this job duty require a standalone PC or networked workstation?) 

A standalone PC can be used as long as it has internet access.
Work-around procedures – (Are there currently manual workaround procedures in place that would enable your work to be performed in the event that IT is unavailable? If so how long could these workarounds be used to continue your work)?
Checking with ADP to see if we can call in hours for payroll
Currently, no documented work around procedures
Work-at-home – (Can your work be performed from home?) 
Yes, as long as a PC is available with internet access. A new certificate would be needed from ADP to allow this PC to process payroll. This would be sent via email.
Workload shifting – (Is it possible to shift workloads to another part of the business or another person on your team that might not be impacted by the disruption) 

Workload can shift to another Finance staff person
Training – (Do you have potential weak points for this job duty? Do you have adequate back-up staff trained)?
Currently, aside from the primary staff person assigned to process payroll, only one other Finance staff person (Pete Grignon) is trained.
Business records – (Are there business records needed to perform your work and if so, are they backed up? How? What frequency?) 

Timesheets for hourly and work study students – currently submitted via a paper form and then stored in the HR Directors office – NOT BACKED UP
Last payroll report from ADP would be needed if the online system were not available.
Regulatory reporting – (Are regulatory documents created as a result of your work)?
ADP – New Employee report to the State of WA
Labor & Industry

Federal tax Deposit requirements – would have to do work around (i.e. deposit in bank account)

Pension Administration Reporting

Unemployment Reporting

If your work were not performed following a disaster, would there be an impact on the following:

 FORMCHECKBOX 
 Human Life


X Federal Funding

 FORMCHECKBOX 
 Operating Efficiency

X Reputation

On a scale of 1 to 5 (1 being most important, 5 being least important), where would your job duty fall in terms of being important to the operation of your Department?
X 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 5
   - Well Being of the Staff
Business disruption experience – (Has there ever been a disruption of the process and if so, a brief description.) 

Never disrupted, per current staff
Complete this section only if you have data processing as part of your business function.

Number of users:
1
Major input documents (what documents or other means of communication provide the data that you enter into the system):

Time Cards
Payroll Adjustments

Employee Deductions

Major output documents/records (what documents or other means of communication do you produce for others, and to whom are they distributed):

Payroll reports to grant makers
Estimated Number of Transactions: up to 480 transactions per pay period
Completed By: Christie Taylor and Pete Grignon
Date: 1/14/08
Position: Sr. Accounting Associate and CFO
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