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The questions in this checklist have been 
designed to help businesses develop their 
response plan for COVID-19. This type of 
planning is critical and often doesn’t feel 
urgent until it is. If you haven’t done so 
already, this checklist can also help you start 
to build a disaster response plan for your 
organisation to use now and in the future; we 
recommend contacting your Grant Thornton 
X[m`j\i�kf�[`jZljj�pfli�fi^Xe`jXk`feÊj�jg\Z`ÓZ�
requirements. 

Please also note that this checklist is not 
intended to be exhaustive or to replace 
fȫZ`Xc�X[m`Z\�gifm`[\[�Yp�k_\�E\n�Q\XcXe[�
Government. The Ministry of Business 
Innovation and Employment has compiled 
key sources of information from across 
government to help businesses stay informed 
about COVID-19.



Are your suppliers impacted by supply chain or manufacturing disruption caused by COVID–19, either directly or 
indirectly?

How dependent is your business on these suppliers? Is there an alternative supplier with product available?

Have you checked your contractual obligations with your suppliers? Are you required to purchase certain quantities?  
Do you have exemption clauses for instances such as this?

Have you communicated with your suppliers about how COVID–19 will impact your operations and how you expect 
any issues to be managed?

Do your contracts explore the possibility of suppliers undertaking a forced closure?

Do you have contingency plans in place if your supplier stops operations? Are there local or regional alternatives? 

Do you prepay your suppliers, and is there an ability to renegotiate terms? 

Have you considered the levels of stock you are buying? Is your stock perishable? Can you buy in bulk?

Supply chain

Are your customers aware of the origin of your goods and/or the potential impact disruption caused by COVID-19 may 
have on your product or service availability?

Do you rely on a physical retail space for sales, and what proportion of sales require direct customer contact?

Can you tailor your business to meet the needs of a remote customer? Is this an opportunity to grow?

Are your customers directly or indirectly impacted by COVID-19 disruption? How will this impact their buying pattern?

Are you proactively communicating with clients to understand and manage their expectations?

Have you checked your contractual obligations with your customers?

:flc[�pfli�[\YkfiÊj�k\idj�Y\�j_fik\e\[�fi�Xck\i\[�kf�Y\kk\i�dXeX^\�pfli�ZXj_�Ôfnj6�

Are you dependent on a limited number of customers? What are the consequences if they shut down?

Can you mitigate a downturn in spending with strategic advertising campaigns?

Can you provide additional reassurance over supply compared to your competitors?

Customers
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Have you enacted basic sanitation procedures such as hand and respiratory hygiene information at the entrance 
to your workplace, and in highly visible internal work areas? Does this information include instructions about self-
quarantine if a team member is unwell? 

?Xj�Xep�jkXȪ�Zfddle`ZXk`fe�XYflk�hlXiXek`e\�\og\ZkXk`fej�Y\\e�[`jki`Ylk\[6�;f\j�k_`j�`e]fidXk`fe�`eZcl[\�Zi`k\i`X#�
duration and return to work procedures?  

;f�pfli�k\Xd�d\dY\ij�befn�_fn�pfl�n`cc�dXeX^\�[`Ȫ\i\ek�jZ\eXi`fj�[li`e^�k_\`i�k`d\�fȪ�`e�hlXiXek`e\6�=fi�\oXdgc\#�
when they are sick, not sick but are not able to work, able to work from home?   

N_Xk�`j�pfli�Zlii\ek�jkXȪ�j`klXk`fe�`e�k\idj�f]�c\m\cj�f]�i\jfliZ\�Xe[�ZXgXY`c`kp6�;f�pfl�_Xm\�X�gcXe�`e�gcXZ\�kf�
dX`ekX`e�fg\iXk`fej�`]�X�gfik`fe�f]�k_\�jkXȪ�Xi\�hlXiXek`e\[�Å�\`k_\i�j\c]$`dgfj\[�fi�dXe[Xkfip6�

8i\�pfl�dfe`kfi`e^�k_\�D`e`jkip�f]�?\Xck_�n\Yj`k\�]fi�lg[Xk\j#�Xe[�Xi\�pfl�j_Xi`e^�i\c\mXek�`e]fidXk`fe�n`k_�pfli�jkXȪ6��

@]�pfli�jkXȪ�Xi\�i\hl`i\[�kf�kiXm\c#�ZXe�k_\j\�`ek\iXZk`fej�Y\�dXeX^\[�k_ifl^_�Xck\ieXk`m\�d\Xej�jlZ_�Xj�m`[\f$
conferencing?

Are you currently monitoring your employees’ leave balances? What is your ability to fund extended leave periods?

?Xm\�pfl�Z_\Zb\[�pfli�ZfekiXZklXc�fYc`^Xk`fej�n`k_�pfli�jkXȪ�X^X`ejk�pfli�fi^Xe`jXk`feÊj�c\Xm\�gfc`Zp6�?Xm\�pfl�
considered potential and temporary changes to these policies?

@]�b\p�jkXȪ�Xe[&fi�ZfekiXZkfij�Y\Zfd\�`cc#�n`cc�k_`j�_Xm\�X�dXafi�`dgXZk�fe�pfli�fg\iXk`fej6�@j�k_\i\�X�jlZZ\jj`fe�gcXe�
`e�gcXZ\�]fi�k_\j\�ifc\j6�=fi�\oXdgc\#�k_`j�Zflc[�`eZcl[\�_Xe[fm\i�`ejkilZk`fej#�jpjk\d&gifZ\jj�kiX`e`e^�i\hl`i\[�`e�
advance etc.

If your business can operate remotely, are there processes and procedures in place to ensure quality is maintained and 
operations can continue? 

8i\�k_\i\�Xep�ifc\j�pfl�_Xm\�`[\ek`Ó\[�n_`Z_�ZXeefk�Y\�g\i]fid\[�i\dfk\cp6�?Xm\�pfl�Zfej`[\i\[�Xep�_\Xck_���jX]\kp�
`dgc`ZXk`fej�f]�nfib`e^�i\dfk\cp2�]fi�\oXdgc\#�k_\�XmX`cXY`c`kp�f]�@K�\hl`gd\ek#�jl`kXYc\�_fd\�fȫZ\�jgXZ\�\kZ%�

?Xm\�pfl�[iX]k\[�X�Zfddle`ZXk`fe�gcXe�]fi�jkXȪ#�Zc`\ekj#�jlggc`\ij�Xe[�fk_\i�b\p�jkXb\_fc[\ij�`e�k_\�\m\ek�f]�X�
mandatory closedown?  

JkXȪ

Is your organisation capable of working remotely? 

;f�pfli�jkXȪ�_Xm\�k_\�_Xi[nXi\�Xe[�jf]knXi\�i\hl`i\[�kf�XZ_`\m\�k_`j6�8i\�k_\p�\eZipgk\[6

?Xm\�pfl�^fk�j\Zli\�e\knfibj�k_Xk�Xccfn�X�Ô\o`Yc\�Xe[�j\Zli\�nfib`e^�\em`ifed\ek6�

?Xm\�pfl�k\jk\[�pfli�@K�`e]iXjkilZkli\�kf�jlggfik�X�Ô\o`Yc\�Xe[�gfk\ek`Xccp�i\dfk\�nfib`e^�\em`ifed\ek6�

?Xm\�pfl�Zfej`[\i\[�k_\�j\Zli`kp�`dgc`ZXk`fej�f]�X�Ô\o`Yc\�nfib`e^�\em`ifed\ek6

Do you have a Business Continuity Plan and an Incident Response Plan? Have you tested them?

?fn�n`cc�pfli�jkXȪ�[\Xc�n`k_�@K�fi�jpjk\dj�`jjl\j�n_\e�nfib`e^�i\dfk\cp6�;f�k_\p�_Xm\�Xe�lg[Xk\[�Zfddle`ZXk`fej�
plan and process to address this?

Have you spoken to your outsourced IT vendors, managed service providers and other relevant third parties regarding 
their readiness and availability about the potential impact from Coronavirus? 

IT
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What are your current messages to the business regarding their preparation, management and response to COVID-19?

Do you have a contingency plan for those who may fall ill at your workplace? 

Who are the key people that can decide to continue operations?

Are you documenting regular board meeting minutes regarding decisions, with evidence of decisions?

?Xm\�k_\i\�Y\\e�Z_Xe^\j�`e�pfli�fi^Xe`jXk`feÊj�i`jb�gifÓc\6�?Xm\�pfl�i\m`\n\[�pfli�i`jb�gifÓc\�Xe[�[\m\cfg\[�Xe�
action plan to record, address, mitigate and manage the risk?

What impact will the Coronavirus have on your insurance policies?

N_f�\cj\�e\\[j�kf�Y\�efk`Ó\[�Å�n_f�Xi\�k_\�b\p�jkXb\_fc[\ij�k_Xk�Xi\�XȪ\Zk\[6

Governance

Financial

;f�pfl�ZXcZlcXk\�gifa\Zk\[�ZXj_Ôfn�i\^lcXicp#�Xe[�[f�pfl�le[\ijkXe[�k_\�ZXj_Ôfn�i\hl`i\d\ekj�f]�pfli�Ylj`e\jj�fe�
a weekly and monthly basis?

Do you understand your working capital requirements – are you reviewing debtors, work in progress and creditors 
regularly?

Have you calculated how long your business can survive a mandatory shut down period?

If you rely on regular funding during your normal course of operations, have you spoken to your bank about your 
situation and requirements? 

N_Xk�Xi\�pfli�fYc`^Xk`fej�kf�k_\�YXeb#�jg\Z`ÓZXccp�Xifle[�[\Yk�Zfm\eXekj6�

Have you spoken to your insurance provider? Does your business interruption cover COVID-19 interruptions, and to 
what extent?

;f�pfl�_Xm\�YXZb�lg�gcXej�`]�pfli�Ylj`e\jj�gXike\ij�j_lk�[fne�fi�Xi\�XȪ\Zk\[2�jg\Z`ÓZXccp#�n_Xk�_Xgg\ej�`]�pfli�@K�
or payroll service can’t operate normally?

;f�pfl�le[\ijkXe[�k_\�Zfjk�f]�Zfek`el`e^�kf�fg\iXk\�n`k_�c\jj�jkXȪ&Zljkfd\ij�ZfdgXi\[�kf�k_\�Zfjk�f]�Zfdgc\k\cp�
shutting down for a period?

Do you have an active channel for health authority information to be followed? 

Have you considered any potential tax relief by way of instalment arrangement relating to COVID-19?

Who are the key people in your business aware of legislation? Are these processes and requirements documented? 

@e�k\idj�f]�pfli�b\p�Zfdgc`XeZ\�jkXȪ#�[f�pfl�_Xm\�X�jlZZ\jj`fe�gcXe�`]�fe\�fi�k_\�n_fc\�k\Xd�Y\Zfd\�`cc�fi�`j�
quarantined? What impact does this have on your regulated deliverables?

?Xm\�pfl�Zfej`[\i\[�@ecXe[�I\m\el\Êj�fȪ\i`e^�kf�k_fj\�XȪ\Zk\[�Yp�:fifeXm`ilj6�@k�`j�fȪ\i`e^�kXo�i\c`\]�Xe[�`eZfd\�
Xjj`jkXeZ\�kf�g\fgc\�XȪ\Zk\[�Yp�k_\�[fneklie�`e�Ylj`e\jj#�Xe[�`k�`j�Xccfn`e^�\ok\ej`fej�kf�Óc`e^�[Xk\j�]fi�jfd\�`eZfd\�
tax returns (extensions cannot be granted for GST and PAYE returns).

Regulatory
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Need more information?
Whether you’re an existing company, growing internationally 
or simply starting a new venture, we can help you understand, 
identify and manage potential risks to protect your business. 

Kf[XpÊj�Ylj`e\jj\j�Xi\�]XZ\[�n`k_�jkiXk\^`Z#�ÓeXeZ`Xc#�
operational and technological challenges. Grant Thornton 
understands that growing companies need guidance to 
establish robust internal controls, use information technology 
\Ȫ\Zk`m\cp�Xe[�`dgifm\�g\i]fidXeZ\%�

Fli�[\[`ZXk\[�i`jb�dXeX^\d\ek�k\Xd�[\c`m\ij�fYa\Zk`m\#�
value-added solutions that will strengthen governance 
processes, implement sound organisational strategies, increase 
technological capabilities and improve your operational 
\ȫZ`\eZp%

Kf�Óe[�flk�_fn�n\�ZXe�_\cg�pfli�Ylj`e\jj#�ZfekXZk�lj1�

Auckland 
L4, Grant Thornton House  
(,)�=Xej_Xn\�Jki\\k� 
Auckland 1140 
T +64 9 308 2570 
E enquiries@nz.gt.com

Christchurch 
L3, Grant Thornton House 
134 Oxford Terrace 
Christchurch 8140 
T +64 3 379 9580 
E enquiries@nz.gt.com

Wellington 
L15, Grant Thornton House  
215 Lambton Quay  
Wellington 6143 
T +64 4 474 8500 
E enquiries@nz.gt.com
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