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1.0 PURPOSE AND SCOPE

The purpose of this manual is to guide users through the functionality of the Contingency Plan
Application. The Contingency Plan Application is designed to facilitate identifying risks within a
Company’s processes, and facilitating the process for analyzing and evaluating the risks, to discern
those that need to be controlled or treated.

The Contingency Plan Application works across a Company’s various management systems, with
the purpose of improving Quality, Environmental, Safety, Information Security, or On-Time
Delivery.

NOTE: Fields marked with a red asterisk (*) are required.

2.0 TERMS AND DEFINITIONS

CIP Continual Improvement Program
KPI Key Performance Indicators
RA Risk Assessment

3.0 SECURITY ROLES

Employee This user has full access to view or search for information on Web QMS. Any
Employee can CREATE Contingency Plans.

Administrator Administrators can edit module and content settings as well as authorize
users, add roles, view File Manager, and view/clear the Recycle Bin.
Administrators have all the capabilities of an Employee.
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4.0 CONTINGENCY APPLICATION FUNCTIONS

Create New Automatically View Acting on a Edit or Delete
Contingency Create New Contingency Contingency Contingency

Plan Contingency Plans Plan Plans
Plan

41 CREATE NEW CONTINGENCY PLAN FROM SCRATCH

RTINS HUMAN RESOURCES  ADMINISTRATORS

To CREATE Contingency Plans, from
the Main Menu:

e SELECT OPERATIONS

e LOCATE the Contingency Plan
Application menu

e (LICK Create New Contingency
Plan

The following screen appears:

CREATE NEW CONTINGENCY PLAN

Risk Scenario:®
Response Actions:*
Mitigation Actions:*
Responsible Parties:*

Communication Controls:®
A

' Cl e file

SUBMIT CANCEL
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To CREATE a new Contingency Plan, complete each field as described below.

e Risk Scenario: * ENTER here the Risk Scenario or Significant Risk that is prompting the need
for this Contingency Plan.

e Response Actions: * ENTER here the actions your organization believes are required in
response to the significant risk scenarios.

e Mitigation Actions: * ENTER here the actions your organization believes are required in order
to mitigate the effects of disruptive incidents associated with the significant risk scenarios.

o Responsible Parties: * ENTER here the names of the Employees or individuals who have been
assigned to perform the actions in this Contingency Plan. Clarify their responsibilities and
authorities

e Communication Controls: *ENTER here all internal and external controls that are in place for
this Contingency Plan.

e Attachment: You can add any attachment that may be suitable for this contingency plan.

Once all fields have been filled out as appropriate, CLICK Submit. The new Contingency Plan has
now been created in the Contingency Plan Application and will appear under the Contingency
Plans page.

NOTE 1: You can also create a new Contingency Plan from the Contingency Plans screen by
CLICKING on the START NEW button as shown below:

START NEW

CP/RA
I

# (CP0O0D6 3/26/2019 Adequate spare parts not on location.

NOTE 2: Contingency Plans are also created automatically from RA Events when significant Risks
have the treatment option “Treat” and a CIP is opened. (See the Risk Assessment
Application Manual MMS-WQM-211.)

4.2 AUTOMATICALLY CREATE NEW CONTINGENCY PLAN FROM A RISK
ASSESSMENT EVENT

The Contingency Plan Application communicates with the RA Application to automatically create
Contingency Plans when an RA Event contains a Significant Risk where the treatment option
selected was “Treat”. In this case, a CIP is opened and a Contingency Plan is automatically logged in
the list of Contingency Plans. The Contingency Plan parameters will be populated as the CIP is acted
on.
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You will be able to differentiate when a Contingency Plan was created automatically, and when it
was not, by the CIP number. If the Contingency Plan has a CIP number associated with it, then it
was created automatically by the RA Application.

CP/RA Mitigati Responsibl C nunicati
: Date Risk Scenario Response Actions : Ig_a o - pcr_u = omrluunlca o CIP #
# Actions Parties Controls

# CPO0DE 3/26/2019 Adequate spare parts not Contact nearest job Verify Field Supervisor Email Fisld
on location. to see if spare parts | that is responsible to Supervisors about
can be borrowsd. critical activata/carry out  this contingsney
Contact the nearsest spare contingency and plan. Notify
vendor on the AVL parts are | having the critical =~ Corporate office and
that can supply in placs. spare parts in clisnt on site when
spare parts. placs. contingency
happens.
4  RE0014 3/24/2019 When reviewing vendor CIP1347

quotss, thers is a risk to
select an unsafe vendor if
the quote is selected
based on lowsst price
without consideration to

safety record.

In the screen above, the first Contingency Plan was entered manually. The second Contingency Plan
was created automatically. In this case the respective fields will be completed automatically as the
CIP is moved along to closure. Notice also this Contingency Plan is LOCKED.

For more information on RA Events see the Risk Assessment Application Manual MMS-WQM-211.

43 VIEW CONTINGENCY PLANS

To VIEW all the Contingency Plans, from the Main Menu:

e SELECT OPERATIONS
e LOCATE the Contingency Plan Application menu
e (CLICK Contingency Plans

A list of all Contingency Plans will appear:

BTAHT NEW

Metigation

Figh Soananc Hesponss ACng Rl Fesponsile Pares Communication Controls
# CPODDE 2262018 Adoquatd spans pars not on leoaton Contadt ndaraet j6b to son d spars pans san Vonty that Findd Supanasor is rasponsbio to Email Fuald Suparvisans about this
be borrowed. Contact the nearast vendor on  critical spare  activataloamy cut contingency and contingenay plan. Motdy Comporata offica
the AVL that can supply spare pans. pans are in having the entical spars parts in place.  and clisnt on s when continganay
place. nappans.
3 REOOI4 3242018 When rovisemng vondor quales. et is a nak 1 solact CIP1347

an unsale wandor  the quote is selectsd based on lowsst

price without conaideration io safaty record
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44 ACTING ON A CONTINGENCY PLAN ASSOCIATED WITH A CIP

Contingency Plans associated with a CIP can only be addressed through the CIP. As the CIP moves
along, the responses to the CIP will be transferred to the Contingency Plan page and will show on
the Contingency Plan list.

45 EDIT OR DELETE CONTINGENCY PLANS

To Edit or Delete Contingency Plans, from the Main Menu:

e SELECT OPERATIONS
e LOCATE the Contingency Plan Application menu
e CLICK Contingency Plans, a list of all Contingency Plans will appear

BTAHT NEW

Metigaiion

Comminication Controls.

Actiors

Email Fisld Sus

&1 job to 600 4 6pars pans san
Contact the nearest vandor on o
hat can supply spare parts

# CPODDE 2262018 Adoquatd spans pars not on leoaton
nd contingenay plan

nplace.  and chant on sde when
happans.

3 REOOT4 3242018 When reviowng vondor quals, hard it a nak 1 sokct
an unsale wandor  the quote s selected basad on lowsst
price withaut considsration io eafety recard

LOCATE the Contingency Plan you want to Edit or Delete risks
CLICK on the Edit pencil icon and make the necessary changes if desired
CLICK on the UPDATE or DELETE button as applicable

NOTE: Only Contingency Plans that have not been automatically created or are not associated with
a CIP can be updated or deleted.

5.0 REVISION LOG

DATE SECTION DESCRIPTION OF CHANGE APPROVED BY
03/26/2019 All Original Release M. Boudreaux
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