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Contingency Plan – Loss of a Key ResourceContingency Plan
Loss of a Key Internal Resource  –
Example

November 19, 2025     l      Confidential

Preventive Actions

	Action
	Responsible person

HR
Team Leader
Managers
Relevant resource
Etc.
	Frequency

Monthly
Quarterly
Annually
Etc.
	Status

✅ In Progress
🔄 To Do
✅ Functional


	Define an internal communication channel for the project
	
	
	

	Identify the critical roles and resources 
	
	
	

	Document key processes and tasks (on your communication channel)
	
	
	

	Appoint an internal substitute or backup person
	
	
	

	Implement cross-training
	
	
	

	Maintain an up-to-date knowledge base (on your communication channel)
	
	
	

	Promote mentoring and knowledge transfer (on your communication channel)
	
	
	





Corrective Actions (in the Event of Staff Loss)

	Step
	Description
	Responsible person

HR
Team Leader
Managers
Relevant resource
Etc.
	Deadline


	Evaluate the impact of the loss
	
	
	

	Activate the succession plan (mobilize the designated substitute or appoint an interim person)
	
	
	

	Inform Maestro
	
	
	

	Access available documentation 
	
	
	

	Reassess priorities (reorganize tasks to avoid critical delays)
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