Library Operations Business Functions Profile

Service: Major Business Function Name
Last Updated: September 24, 2008 [insert save date as field]
Responsible Organization:  List Division and section name (abbreviation) for organizational unit that has primary responsibility for this function.  For example, Public Services Division \ Collection Access Section (CAS)

Description:  Provide high level description of function profiled, what it is, who it serves, how it is performed, and why.  If it helps to illustrate the function, its scope, include monthly or annual statistics.
Primary Contact:  Title, Section

Secondary Contact:  Title, Section

[A note about contacts – there will be notification & communication along the chain of command in the various scenarios relating to offered services.  The contact for business functions should be familiar with policy, procedures, and systems so as to be able to adapt and/or suggest changes to business processes to meet the service goals under the existing conditions (for example, OPAC is down and/or half of staff is unavailable – how do we still provide function xyz?).  The COOP group is thinking that contact person should be staff working closely with the function rather than management staff where practical.]

Normal operations assumptions:  Building infrastructure necessities, including electricity, water, HVAC, cafeterias, etc. are available; IT infrastructure is operational (connectivity, systems, etc.) and support staff is available. 
Normal operations staffing:  List number and type of staff normally performing work, for example: 6 ILL staff, 10 scanning contractors, 2 Relais technical support staff (CAS), and 1 IT technical support person
Normal operating location(s):  Indicate where work is normally performed, for example: Building 38 / B1E23 (stacks) for ILL staff and contractors; Relais systems staff telecommute one (1) day a week.
Normal operating system dependencies:  List systems needed to perform all aspects of this function, e.g., Voyager, PubMed, etc.
Communication channels: 

Internal:  Indicate how information about the profiled business function is shared with NLM staff and contractors, for example: email distribution list, login page, phone tree, etc.
External:  Indicate how information about the profiled business function is shared with NLM customers, vendors, etc. for example: email distribution list, login page, phone tree, etc.
Alternate communication method:  Indicate how information would be shared if normal communication channels are not available.
COOP Service Goal:  Describe what, if any, parts of the function will be performed during a COOP event.  For example:  In the event of a COOP incident, NLM will provide xyz service with these limitations, or NLM will not provide xyz service.
Normal method of providing service:  Describe systems and staff utilized in providing this function
Backup method of providing service:  If providing service in full or in limited scope, describe how function can be provided under generic scenarios. Be creative in thinking how service could be provided in a disaster.
Computing resources limited or unavailable:  
Personnel limited or unavailable: 

Collection access limited or unavailable: 

Alternate method of providing service:  If providing service in COOP event and backup method of providing service is unavailable, describe how service could be provided – by another agency, by vendors, etc.
Systems / Services dependent upon this service:  List which systems use the data, system, and/or product of this function
Reference Documents:  List documents needed to understand this function and provide list of procedural documents for emergency operations
