
Data Backup and
Recovery
This playbook outlines the steps necessary to create

backups of computer data and recover that data in case

of loss or corruption. The process ensures data

continuity and minimization of downtime.

Step 1: Plan 

Assess the data and systems in place to determine what needs to be

backed up. Establish a backup schedule and choose a backup method

suitable for the data and business needs.

Step 2: Select 

Choose backup software and hardware based on the size and type of

data. Consider cloud services, external drives, or dedicated backup

servers.

Step 3: Implement 

Set up the chosen backup solution, configure backup settings, and

initiate the first complete backup. Ensure that the backups are

encrypted if necessary for security.

Step 4: Test 

Conduct tests to confirm that the backup process works correctly and

data is recoverable. Ensure that backups are consistent and reliable.



Step 5: Schedule 

Create a backup schedule that includes frequent incremental

backups and less frequent full backups. Utilize automation to ensure

consistency and reduce manual errors.

Step 6: Monitor 

Regularly monitor backup processes to ensure they are running as

expected. Check for errors or issues that may require attention.

Step 7: Verify 

Periodically verify the integrity of the backups. Perform spot-checks

and recover data from backups to ensure the data is valid and intact.

Step 8: Update 

Keep the backup software, hardware, and processes up to date with

the latest technologies and best practices to enhance data protection.

Step 9: Recover 

In the event of data loss or corruption, follow documented procedures

to recover the data from backups quickly and accurately to minimize

downtime.

General Notes

Security 

Ensure that all backups are secure from unauthorized access,

especially when dealing with sensitive or personal data.



Offsite Storage 

Consider storing a copy of backups offsite to protect against local

disasters such as fires or floods that could destroy on-premise

backups.

Regulation Compliance 

Comply with any industry-specific regulations relating to data backup

and recovery to avoid legal and financial penalties.

Training 

Train relevant personnel in backup and recovery procedures to

ensure they can perform recoveries when necessary and understand

the importance of following the established protocols.
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