Appendix O: Cyber First Hour and Offline Ship Kit — Protect the Day
Purpose
The first hour after a cyber event determines whether you lose a shift or a week. This protocol gives your team the exact sequence, tools, and checklists to keep trucks moving while systems recover. Cyber resilience isn’t IT’s job alone; it’s an operational discipline.
1. First Hour Response Protocol
Minute-by-minute breakdown for structured crisis response.
	Phase
	Timing
	Actions
	Owner

	Isolate
	0–5 min
	Disconnect affected devices. Post 'Manual Operations in Effect'. Activate Offline Ship Kit.
	Shift Supervisor

	Assess
	5–15 min
	Determine scope. Contact IT and vendors. Estimate recovery time.
	IT Lead

	Communicate
	15–20 min
	Brief supervisors. Notify carriers/customers. Update leadership.
	Ops Manager

	Execute
	20–60 min
	Switch to paper-based processes. Document all transactions.
	Warehouse Team


Goal: Maintain outbound continuity while minimizing data loss and downtime.
2. Offline Ship Kit Contents
Every site must maintain a pre-packed, tested Offline Ship Kit stored near the huddle board.
Hardware
• Clean laptop with offline label drivers
• Portable printer with supplies
• Battery backup for 2 hours
Documentation
• Pre-printed BOLs (top 10 carriers)
• Paper pick ticket templates
• Carrier contact sheet
• Customer delay templates
Software
• Offline carrier label PDFs
• Backup login credentials
• Offline order tracking spreadsheet
3. Recovery Procedures
	Step
	Action
	Responsible Party

	1
	Restore from clean backup
	IT Team

	2
	Run pilot order before restart
	Supervisor + IT

	3
	Reconcile paper transactions to system
	Inventory Control

	4
	Verify data integrity and sync
	Systems Analyst


Quality Assurance After Recovery
• Process one live test order through all systems
• Perform a cycle count in affected zones
• Confirm carrier reconnections
• Review audit logs for unverified entries
4. Testing and Training Schedule
	Frequency
	Test Type
	Goal

	Monthly
	Kit inventory, printer, battery check
	All hardware ready within 10 minutes

	Quarterly
	Full offline drill
	Staff confident, time measured

	Annually
	Cyber simulation + audit
	Validate recovery speed and integrity


Targets:
• Recovery under 60 minutes
• Data loss under 1%
• Minimal customer impact
5. Drill & Incident Log Template
	Date
	Drill Type
	Duration
	Result
	Team Lead
	Follow-Up Actions

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6. Communication Templates
Use these for immediate communication during an outage.
Customer Notification
Subject: Temporary System Disruption — Orders Still Moving

We are experiencing a temporary system issue and are operating under manual procedures. Orders continue to ship and full recovery is expected shortly. Thank you for your patience.

– The [Company Name] Logistics Team
Internal Update
Subject: Manual Operations in Effect — Cyber Response Active

Systems impacted: [List systems]. Offline kit activated at [time]. Estimated recovery: [timeframe].
Next update at [HH:MM].

– Ops Supervisor, Cyber Response Lead
7. Audit Checklist
	Check
	Frequency
	Verified By
	Status

	Laptop boots and drivers OK
	Monthly
	IT
	☐

	Printer/battery tested
	Monthly
	Ops
	☐

	Updated BOLs in binder
	Quarterly
	Supervisor
	☐

	Offline labels verified
	Quarterly
	Ops
	☐

	Cyber drill completed
	Annually
	Safety Officer
	☐

	Recovery log reviewed
	Annually
	Ops Manager
	☐


8. Field Wisdom
You can’t improvise calm under stress. Train your team to act without waiting for IT. The first person who moves with purpose sets the tone for the rest. Cyber events don’t destroy operations—indecision does.
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