
BACKUP POLICY 

 

We do Backup our files every day, and put the backed up files on a disk, 

Pandrive and computer.”All employees are responsible for taking 
appropriate steps as outlined below, for effective backup policy. 

 

1) Backup should be taken on regular basis because you can’t restore   
what is not backed up. 

 

2) Have daily backup of data at EOD on at least two nodes, in addition 
to mirror image backup available on the server Do EOD backups on 

different nodes for different days of the week to ensure 7 backups are 

readily available in case necessity arises. 
 

3)Always store at least one complete backup offsite to protect yourself 

against fire, theft or natural disaster periodically review the offsite 
backup data for updation as well as to its being restorable 

 

4) Take care of your backup media, which can easily be damaged by the 
environment. 

 

5) Periodically verify your backups are working properly. 
 

6) Put labels on disks having backups. Don’t trust your memory. An 

unlabeled disk might be taken for an empty or unimportant disk. 
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