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How Does This Work? 

To certify an application, DRI Canada: 
1

2

3

4

5

6

Privacy and Personal Information 
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How to Use This Guide 

Icons 

Professional Practice

Application Tips Case Study Example

Case Study Commentary

CORE Professional Practice
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    Introducing Robyn Green
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Application Overview 

STEP 1:    You must have successfully completed the ABCP qualifying exam, paid 
 the application fee and been granted the ABCP credential. 

STEP 2:    Complete the online application, including writing two essays for each 

STEP 3:    Once you have completed the full application, you will be prompted 
 to pay the application fee before you can submit the form. 

Once you initiate an online application, it will be saved in the system for three 
months (from the date you started the application). You will receive 2-3 reminders 
before it is removed. 

If you have questions about the application or the application process, please contact 
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online application process. Focus on the CBCP column. 

Qualifying Exam:  

Reviewed by Commissioner:  

Years of Experience: 

Reference Required:

# of PP Subject Areas:  

Name on Plaque:

Save and Continue: 

Save and Continue
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Application Dashboard

Instructions 

Professional Practices Tracking Chart  

1  One row for each of the ten Professional Practices

2  All CORE Professional Practices 

3  The online form tracks and shows your progress.

4  The green checkmark

5  “Broken Image”

6  The Completed? column

7  The Actions column

8  Each Subject Area

9  two essays required for each Subject Area.

 There is a minimum of  references for each Subject Area and a minimum of one Experience. 

1      9 4 6 7

2        3      5    8
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Experience 

References 

Payment Information 

Completion Tracker 

of References, SMA Essays, Subject Area Options, and Experiences. Only you will know 

depth of your experience. Or, you may want to include an extra reference for one Subject Area.

Submission Button 

Be sure to review your application in full before submitting!
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Professional Practice Subject Area Editor

Choosing Your Professional Practices

    Choosing Your Professional Practices
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Professional Practice Subject Area Options

Remember: The Subject Area Options column on your Dashboard indicates the minimum 

    Selecting Your Options
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SMA Essays
Using the Essay Editor

What Did You Do? and 
How Did You Do It?

the other editor functions.

The content  formatting

Writing Your SMA Essays

The Professional Practices for Business 
Continuity Management
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What Did You Do?:

The task or responsibility, how long you did it (with dates), and the outcome.

How Did You Do It?:

The way you applied the DRI International Professional Practices to do those things.

    SMA Essays

that follow.
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Professional Practice Subject Area: 

Program Initiation and Management

   SMA Essays

What Did You Do?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: BCM Coordinator

Robyn wants to highlight 

the 18 months she spent 

developing the Ministry’s 

BCM Program, and the work 

she’s done for the last ten 

years to manage the same 

program. She needs to 

explain what she did, how 

she did it, and for how long. 

Because she’s talking 

about two distinct jobs 

responsibilities, she needs 

to be sure her application 

keeps those things separate 

and clear. Robyn uses 

headings to separate 

information about each role. 

These headings match how 

she enters her Experience 

(company and role).

PP#1
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Professional Practice Subject Area:

Program Initiation and Management

   SMA Essays

How Did You Do It?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: BCM Coordinator

Application essays focus 

on your business continuity 

/ disaster recovery 

planning responsibilities 

and accomplishments by 

mapping your experience to 

the Professional Practices 

for Business Continuity 

Management. Use this 

document as a resource as 

you write your essays.

PP#1
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Professional Practice Subject Area: 

Business Impact Analysis

   SMA Essays

What Did You Do?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: Policy Division BCM Lead

Ministry of Public Works: BCM Coordinator

In each of her last three 

positions, Robyn has done 

a lot of work with BIAs, and 

each position has been 

to show what she did for 

PP#3
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Professional Practice Subject Area: 

Business Impact Analysis

   SMA Essays

How Did You Do It?

Ministry of Public Works: Policy Analyst

at represented 

Ministry of Public Works: Policy Division BCM Lead

Ministry of Public Works: BCM Coordinator

Write your application in the 

use “I”, not “we” or “my 

team”.

These essays describe and 

explain what you have done 

on your own work and 

actions.

PP#3
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Professional Practice Subject Area: 

Incident Response

   SMA Essays

What Did You Do?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: Policy Division BCM Lead

Ministry of Public Works: BCM Coordinator

in six 

Like most Continuity 

Professionals, responding 

to actual incidents is a small 

portion of her time, but it 

represents an important 

section of practice. Like 

many professionals, it’s 

something that she’s very 

proud of, and could talk 

about at length. Keeping in 

mind that she has limited 

space to work in, the best 

approach is to provide 

the Commissioners with 

a snapshot of the event, 

focusing on her role.

PP#5
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Professional Practice Subject Area: 

Incident Response 

   SMA Essays

How Did You Do It?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: Policy Division BCM Lead

Ministry of Public Works: BCM Coordinator

Use your own words to 

describe your work in each 

of the 10 professional 

practice areas.

When documenting 

professional practice areas, 

avoid copying information.  

Tell us in your own words 

what you have done in each 

professional practice area.

Do not just copy from your 

CV or from Professional 

Practices for Business 

Continuity Management.

Avoid using the services of a 

professional writer.

PP#5



DRI CBCP Application Guide dri.ca21

Professional Practice Subject Area: 

Plan Development and Implementation

   SMA Essays

What Did You Do?

Ministry of Public Works: Policy Analyst

the 

Ministry of Public Works: BCM Coordinator

Since Robyn developed 

her employer’s BCM 

Program and has been 

managing it for 10 years, 

her essays for this 

Professional Practice cover 

both development and 

implementation activities. 

Your essays may look quite 

exclusively in developing new 

BCM programs, for instance 

as a consultant, or managing 

programs developed 

by others, if you are an 

employee in a continuing role.

Robyn has experience 

a BCM plan in her role on a 

volunteer Board. She could 

also include this experience 

in her essays for this PP.

PP#6
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Professional Practice Subject Area: 

Plan Development and Implementation

   SMA Essays

How Did You Do It?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: BCM Coordinator

Since this is an application 

for professional 

you to have the needed 

information and to provide 

it completely, accurately, 

and succinctly.

Edit your work for clarity 

and proofread it. 

Avoid exaggeration, overly 

academic language, or 

philosophical statements. 

PP#6
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Professional Practice Subject Area: 

Awareness and Training Programs

   SMA Essays

What Did You Do?

Ministry of Public Works: Policy Analyst

Ministry of Public Works: BCM Coordinator

Robyn recognized at 

the start of this program 

that having engaged and 

knowledgeable people is 

critical to the success of the 

Ministry’s program. When 

she worked in the design 

of the program, this need 

was moved into a position 

to manage the program, she 

has made a point of using 

awareness and training to 

build the foundation for a 

strong, sustainable program.

PP#7
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Professional Practice Subject Area: 

Awareness and Training Programs

   SMA Essays

How Did You Do It?

Ministry of Public Works: Policy Analyst

report on 

Ministry of Public Works: BCM Coordinator

A Commissioner can ask 

for additional detailed 

information only once.  So, 

be as thorough as possible 

in your response to this 

accurately can result in an 

unsuccessful application.

The minimum essay length 

is 250 words. We’ve found 

that 1000-1500 words is 

the range that is usually 

in this case study have been 

kept to about 250 words.

PP#7
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References
Procedures for Applicants

Click on this icon, in the application, to see more 

 Add New Reference

Add Existing Reference
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Current References

Remember, you can see your full list of References on your Dashboard. All references 

be listed there.
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application will include 
professional references that 

complete and honest with the 
information they provide.

It’s necessary to have at 
least two references for each 
Professional Practice, but that 
doesn’t necessarily need to 
be the same two throughout 
the application. 

The Commissioners that 
review your application 
will depend on the written 
attestation of your references 
to verify the work you’ve 
done. It’s perfectly fair for you 
to provide your references 
with your application essays 
for them to consider when 
they are providing you with a 
reference.

Commissioners may contact 
a reference if they have 
any questions or need 

their contact information is 
required. 

Please be sure your 
references are aware that 
they may be contacted.

  Reference Procedures for Applicants

References should be people that you report to, 
not those who report to you.

Consultants should list as references clients who 
can validate their experience. 



DRI CBCP Application Guide dri.ca28

Procedures for Referees 

    Procedures for Referees
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Experience

Add Experience



time dedicated to a particular Professional Practice Subject Area.

1.  Select the mathematically closest option.

2.  In your SMA Essays, specify the actual percentage.

DRI CBCP Application Guide dri.ca30
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Everyone likes to say 

they gave 110 per cent, 

but it’s an impossibility to 

work more than 100 per 

cent of your job. When your 

done, something is wrong if 

the percentage of time you 

listed in each professional 

practice adds up to more 

than 100 per cent.

When Robyn completes 

submitting information 

professional practices (in 

italics in the case study). 

When the percentages 

practices are added 

up, it comes out to 70 

percent. This is not 

something that will cause 

the Commissioners to be 

alarmed. Since it honestly 

Robyn spends in these 

areas, it gives a good, clear 

picture of her work.

   Experience

What Did 

I Do 
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