
 

 

 

 

  



 

 

UCI 
Sustento del uso justo de materiales protegidos por 

derechos de autor para fines educativos 

La UCI desea dejar constancia de su estricto respeto a las legislaciones relacionadas con la 
propiedad intelectual. Todo material digital disponible para un curso y sus estudiantes tiene 
fines educativos y de investigación. No media en el uso de estos materiales fines de lucro, se 
entiende como casos especiales para fines educativos a distancia y en lugares donde no 
atenta contra la normal explotación de la obra y no afecta los intereses legítimos de ningún 
actor. 

La UCI hace un USO JUSTO del material, sustentado en las excepciones a las leyes de 
derechos de autor establecidas en las siguientes normativas: 

a- Legislación costarricense: Ley sobre Derechos de Autor y Derechos Conexos, 
No.6683 de 14 de octubre de 1982 - artículo 73, la Ley sobre Procedimientos de 
Observancia de los Derechos de Propiedad Intelectual, No. 8039 – artículo 58, 
permiten el copiado parcial de obras para la ilustración educativa. 
b- Legislación Mexicana; Ley Federal de Derechos de Autor; artículo 147. 
c- Legislación de Estados Unidos de América: En referencia al uso justo, menciona: 
"está consagrado en el artículo 106 de la ley de derecho de autor de los Estados 
Unidos (U.S,Copyright - Act) y establece un uso libre y gratuito de las obras para 
fines de crítica, comentarios y noticias, reportajes y docencia (lo que incluye la 
realización de copias para su uso en clase)." 
d- Legislación Canadiense: Ley de derechos de autor C-11– Referidos a 
Excepciones para Educación a Distancia. 
e- OMPI: En el marco de la legislación internacional, según la Organización Mundial 
de Propiedad Intelectual lo previsto por los tratados internacionales sobre esta 
materia. El artículo 10(2) del Convenio de Berna, permite a los países miembros 
establecer limitaciones o excepciones respecto a la posibilidad de utilizar lícitamente 
las obras literarias o artísticas a título de ilustración de la enseñanza, por medio de 
publicaciones, emisiones de radio o grabaciones sonoras o visuales. 

Además y por indicación de la UCI, los estudiantes del campus virtual tienen el deber de 
cumplir con lo que establezca la legislación correspondiente en materia de derechos de autor, 
en su país de residencia. 

Finalmente, reiteramos que en UCI no lucramos con las obras de terceros, somos estrictos con 
respecto al plagio, y no restringimos de ninguna manera el que nuestros estudiantes, 
académicos e investigadores accedan comercialmente o adquieran los documentos disponibles 
en el mercado editorial, sea directamente los documentos, o por medio de bases de datos 
científicas, pagando ellos mismos los costos asociados a dichos accesos. 

El siguiente material ha sido reproducido, con fines estrictamente didácticos e ilustrativos de los 
temas en cuestión, se utilizan en el campus virtual de la Universidad para la Cooperación 
Internacional – UCI – para ser usados exclusivamente para la función docente y el estudio 
privado de los estudiantes pertenecientes a los programas académicos. 
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 A 20-year plus proven track record of 

applying industry standards and best 

practices across a diverse pedigree of 

clients.

 A simple mission: Ensure the 

continuous operations of our clients’ 

critical processes. 

 We seek to partner with clients who 

have a commitment to BCM versus a 

check the box mentality.  

 SaaS Tools: BIA On-Demand, Planner, 

Compliance Confidence, Residual Risk, 

and BCM One.

SAAS
Compliance and 

risk tools.

CAPABLE
Comprehensive 
suite of services. 

20
Average years 

industry 
experience.

Years in
operation.

GLOBAL
Diverse, global 

client base.

20+

Michael A. Herrera, CBCP 
Chief Executive Officer
Phoenix, Arizona 
www.mha-it.com
https://bcmmetrics.com/

KEY FACTS

SENIOR LEADERSHIP

MHA Consulting’s senior team has 
an average of over 20 years of 
industry relevant experience in the 
areas of Business Continuity, 
Disaster Recovery, and Project 
Management.

COMPANY BACKGROUND
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HEALTHCARE EDUCATION FINANCIAL INSTITUTIONS

CONSUMER PRODUCTS INSURANCE TRAVEL & ENTERTAINMENT GOVERNMENT/UTILITY

SERVICES

DIVERSE GLOBAL CLIENT BASE
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T HE QUEST IONNAIRE



D E T E R M I N I N G  T H E  A P P R O A C H

01 02 03

Questionnaires Facilitated 

interview method

Workshop method

M E T H O D S
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Q U E S T I O N N A I R E S  A N D  
P R O G R A M S

The questionnaire is the CORNERSTONE of the 

BIA.  

A questionnaire must be created to 

STANDARDIZE THE INFORMATION being 

requested and should be used when requesting 

that information.

Using a questionnaire can be an EFFICIENT AND 

TIMESAVING data gathering approach.  
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Q U E S T I O N N A I R E S  A N D  
P R O G R A M S

It can also be a nightmare if:

Incomplete instructions are included with the 

questionnaire.

Assumptions that will be used during the process 

are not properly explained. 

A lack of training and support can also be a major 

obstacle.

Too complex and voluminous.
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Q U E S T I O N N A I R E S  C A N  B E  I N  
D I F F E R E N T  F O R M A T S

Paper Forms 
Created in any media - Word, Excel, 
Adobe Acrobat, etc.

Electronic Format

Word templates, Excel-based forms, BIA 
cloud-based program tools

For illustrative purposes, we will be 
using screen shots from our BIA On-
Demand tool but the concepts are 
valid if you use Excel, etc.
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E L E M E N T S  O F  A  G O O D  Q U E S T I O N N A I R E

?

01

02

03

04

05

06

07

08

Business unit 
overview

Core business functions 
(processes)

Regulatory, legal or 
service level impacts

Quantitative ($) and 
qualitative (non-$) 
impactsSupporting systems 

and applications

Dependencies 
(internal and 
external) 

Manual 
workarounds

Vital records

© 2020 MHA CONSULTING. ALL RIGHTS RESERVED. 9



D E S I G N  T I P S  A N D  T R A P S

LESS is more.

Use RELEVANT AND 
APPROPRIATE questions. 

Provide instructions that are 
COMPLETE and easy to 
understand. 

Minimize effort to ENTER AND 
EXTRACT information.

Keep the language 
SIMPLE AND CLEAR.

Keep the design NEAT, 
CLEAN AND SIMPLE.

Don’t make THE BIA 
do more than its 
mission. 
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T H E  P I L O T  Q U E S T I O N N A I R E

• Before any questionnaire is widely 
distributed, TEST IT! 

• Test the questionnaire among a small group of 
managers or process owners who would normally 
be the target audience for your BIA. 

• This is your quality assurance group.
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R E V I E W :  D E S I G N I N G  T H E  Q U E S T I O N N A I R E

The questionnaire is the cornerstone of the BIA.

Must be easy to understand and complete while still meeting 
objectives and industry best practices.

01

02
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MET HODS OF DATA GAT HERING



M E T H O D S  O F  D A T A  G A T H E R I N G

I N T E R V I E W W O R K S H O P
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I N T E R V I E W  M E T H O D

Interviews are time consuming, but they provide the best quality information.01

Be sure to document the questions you’ll be asking. You’ll need to ask the same 
questions at each interview.02

Be consistent. Predetermine the structure, agenda and timing of the  interview.03

Use one person to facilitate and one to enter data into the questionnaire.04

Be prepared for interviewees to not be ready.05
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I N T E R V I E W  M E T H O D

06

08

09

10

11

07

Send BIA pre-work out 2 weeks prior to the interview so it can be completed before 
the interview.

How long will it take? It can take as long as 1.5 to 2.0 hours to complete a BIA 
interview.

One-on-one interviews yield the best data.

Provide reference material at the interview sessions. 

Schedule no more than 3 interviews in a day.

Upload the completed pre-work into the BIA questionnaire.
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D I S S E C T I N G  T H E  I N T E R V I E W

Define the PURPOSE of the 
interview and BIA process.

Establish RAPPORT with 
interviewees.

DEFINE what information 
is being sought (impacts, 
systems, dependencies, 
etc.) Explain key assumptions that will be 

used when completing the BIA:

A

B

C

D
Disruption is disaster neutral.

No recovery plans or capability exist.

Occurs at peak processing time.
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D I S S E C T I N G  T H E  I N T E R V I E W

Define what kinds of QUANTITATIVE AND 
QUALITATIVE information you’re seeking.

Work the interview 
in a SYSTEMATIC
manner.

Don’t get bogged 
down in the MINUTIA. 

RETURN for more information, or 
have it sent to you, if needed.

01

02

03

04
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W O R K S H O P  M E T H O D

Workshop-style data gathering 
sessions are another way to meet 
with large numbers of BIA
participants at one time.

Train the trainer. 

Meeting size should be 
limited to a manageable 
number.

Send out kickoff communication  
with management signature.

Distribute BIA information at 
least 2 weeks ahead of time.
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M E T H O D S  O F  D A T A  G A T H E R I N G

I N T E R V I E W

• Time consuming

• Provides best information

• Small groups

• 1.5 to 2.0 hours to complete

W O R K S H O P

• Train the trainer

• Large groups

• 15 to 20 per workshop

• Used infrequently.
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B I A  T O O L S :  T H E  Q U E S T I O N N A I R E

Tool used to 
complete the 
BIA for each 

business unit.

Inventories 
business unit 
information
(e.g., name,   

systems, 
dependencies).

Allows for multiple 
business functions 

(processes).

Calculates RTOs for 
each business 

process  based on 
the quantitative 
and qualitative 

impacts. 

Must be set up
before interviews 
or workshops are 

conducted.
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B I A  T O O L S :  T H E  Q U E S T I O N N A I R E

The following information MUST be reviewed, 
decided upon and approved by management in 
order to set up any BIA tool:

• Quantitative Impact Categories

• Qualitative Impact Categories

• Weighting of Impact Categories

• Financial Impact Scale(s) 

• Recovery Time Objective (RTO) Categories

• Recovery Point Objective (RPO) Categories

BUSINESS UNITS 

PARTICIPATING IN 

THE STUDY 

SHOULD BE 

DECIDED  AS WELL.
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S E T U P  Y O U R  T O O L

I M P A C T  C A T E G O R I E S
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F I N A N C I A L  I M P A C T  R A N G E S
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E S T A B L I S H  R E C O V E R Y  T I M E  O B J E C T I V E S
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E S T A B L I S H  R E C O V E R Y  P O I N T  O B J E C T I V E S
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PREPARAT ION & PRE-W ORK



K I C K O F F  C O M M U N I C A T I O N

Send to participants at least 4 weeks 
before interview/workshop.

Outline participant 
responsibilities and 
time commitments.

01

02
Outline information 
that will be required 
(pre-work).

03
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T H E P R E - W O R K

Send to participants at least 2 WEEKS before interview/workshop.

Business unit INFORMATION

Key BUSINESS FUNCTIONS 
(activities)

Supporting SYSTEMS, APPLICATIONS AND 
EQUIPMENT

LEGAL AND REGULATORY 
requirements

Existence of 
DEPENDENCIES.

PRE-WORK 
INVENTORIES

Business units should take no more than 30 minutes to complete. Make sure it’s complete.

Should be returned to you at least one week before the interview/workshop.
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T H E P R E - W O R K

INSTRUCTIONS:
Complete all sections of the BIA pre-work requirement sheet prior to the BIA interview.

Maximum of 5 to 7 critical business functions.
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E X A M P L E  O F  C O M P L E T E D  P R E - W O R K  S H E E T  
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T H E  U P L O A D

Upload the completed pre-work to your tool

For each business unit, upload the completed pre-work to your tool after you have reviewed 
and validated the data and information:

Key BUSINESS PROCESSES  01

DEPENDENCY requirements02

Supporting SYSTEMS, APPLICATIONS AND EQUIPMENT03

SPECIALIZED EQUIPMENT04

Takes less than 30 minutes 
to complete. 

Upload the data to your tool You are now ready for 
the interview.

© 2020 MHA CONSULTING. ALL RIGHTS RESERVED. 32



C ONDUC T ING T HE INT ERVIEW



P R E P A R A T I O N

Schedule conference room/video conferencing for participants and 
your team (facilitator, scribe, technology liaison).01

Make sure you will have a screen and /or ready to display the 
questionnaire.02

Schedule 1.5 to 2.0 hours per interview; give yourself at least 15 
minutes between each interview.03

Confirm attendance one week before the interview with all 
participants.04

Provide copies of BIA reference materials (Overview, 
Financial Impacts, etc.) at all interviews. 05

© 2020 MHA CONSULTING. ALL RIGHTS RESERVED. 34



S T E P S  I N  T H E  I N T E R V I E W

01

BIA overview

02

Review and confirm 
department information 

03

For each process:

• Confirm process name 

• Identify dollar and non-dollar impacts

• Determine computer systems/applications

• Define RPOs for core systems/applications

• Define manual workarounds

• Determine dependencies (internal/external)

• Identify vital records
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S T E P S  I N  T H E  I N T E R V I E W

Get 
agreement
on process 
RTOs and 

RPOs.

01 02 03 04 05 06
Confirm all 

data has 
been 

gathered.

Complete
the BIA 

interview. 

Identify any 
related 

exposures as 
part of the 
interview 
process.

Capture notes 
and 

observations 
from the 

interview for 
the 

management 
report.

Advise 
participants 
that you will 

send the 
completed BIA 

to them for 
final review 

and approval.
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T H E  F I N A L  R E S U L T S



www.mha-it.com

herrera@mha-it.com

Office: (888) 689-2290 

Mobile: (602) 708-1718 

MHA CONSULTING, INC.

T H A N K  Y O U
Michael Herrera

CEO, MHA Consulting
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