
DISRUPTIVE INCIDENT  
QUICK REFERENCE CARD 
Use this quick reference card template to write what employees should do if an emergency happens. 
Customize this template for each business unit, department, or role.  Describe what people should do 
immediately and in the following days and weeks to continue business.  Print and laminate them for 
workstations or wallets, or load PDFs into mobile phones.   

Recover operations: 
1 2 4 

Enact business continuity plan steps: 
1 2 3 

Ensure safety of coworkers, customers, and yourself. 
Call emergency numbers From a safe location, notify 

Incident occurs 

On message from   , start disaster recovery and continue steps. 

Assess damages.  Communicate to employees, customers, and vendors according to plan. 
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https://bit.ly/37Fr0xw
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Assess damages.  Communicate to employees, customers, and vendors according to plan.  

 



 

 

 
 

DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we make 
no representations or warranties of any kind, express or implied, about the completeness, 
accuracy, reliability, suitability, or availability with respect to the website or the information, 
articles, templates, or related graphics contained on the website. Any reliance you place 
on such information is therefore strictly at your own risk. 
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