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1.     List the functions identified as essential in Worksheet 1.

2.     Describe the essential function in terms of what processes and services are necessary to perform that function.  (Remember that a very simple essential function may need little description, so the critical process or service may be the same as the essential function.)

3.     Prioritize the essential functions based on which essential functions must be resumed first.

4.     Identify key positions by comparing the functions identified in Worksheet 1 with the Current Agency Chart on Worksheet 3.  Those positions whose functions include critical processes and services are key positions.
5-8. List the positions that would assume the authority of the key position if it became vacant unexpectedly, and any limitations the successor would have.  (The same successors may be named for different key positions, but avoid designating the same position / individual as the first successor for several key positions.)
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