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1.0 SCOPE: Data backup on External Server / Hard drive / Pen drive / CD.
2.0 RESPONSIBILITY: All HOD’s / Section In-Charges

3.0 PROCEDURE:

Create one folder in your desktop and rename for backup taking date (da.mo.year)
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e Select and copy all identified files and folders and move or past to the folder

(da.mo.year) created on the desktop
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e Wait for some time till all selected files and folders copied to the folder (da.mo.year)

created on the desktop.
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After all the files and folders copied to the folder (da.mo.year) insert External storage
devices (Hard drive / Pen drive / CD) to your computer

Cut and past the folder (da.m o.year) to inserted External storage devices (Hard drive /
Pen drive / CD) from your computer.
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The same way we have to take a backup exactly once in a month for your personal /
department / section computer.
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After taking a backup update the date and sign the Data Backup Schedule Sheet (MR-F-

07)

In the external storage device minimum two months backup data should be maintained,
it is safe.
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4.0

After two months we have to delete the old back up folder.
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After taking a backup hand over the external storage device to your department HOD or
Section In-charge.
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