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SAMPLE of UNICEF High level procedure document for backups in the  [insert locations]  data Centers. 
[For security reasons, the indicators to specific locations  where tapes are actually stored has been redacted in this document. [insert locations]
BACKUP ALGORITHM FOR UNICEF [insert locations].
PURPOSE:

 The Data Centre standard policy for backup and tape storage is based upon a fourty 
( 40 ) tape rotation. This incluyes:

· twenty ( 20 =  5 daily tapes x 4 weeks ) tapes for daily incremental backups, 
· eight ( 8 ) weekly full backups, and 
· twelve ( 12 ) monthly full backups. A year end backup is also performed.

SCOPE:
 This process applies to both WinTel, SUN O/S,  and UNIX backups.

STORAGE:
 The daily and weekly tapes are stored in a locked cabinet or in fireproof safes  located at [insert locations]. The monthly tapes are stored offsite [insert locations].and rotated back to the Data Centre after one ( 1 ) year while year end tapes are stored offsite permanently.  This policy is a starting point for those Business Units that do not have specific needs. All areas that have servers in the Data Centre were consulted as to their business requirements and agreed to the Data Centre policy.
EXCEPTIONS:

 There were a few cases  where business units designed their own backup scheme. Other requested exceptions to the Data Centre Policy are: 
· no incremental backups performed, only full backups. 
· The daily Unix FLS tapes are stored [insert locations]. in a fireproof safe located [insert locations].. 
· The weekly Unix FLS tapes are stored in a fireproof safe located [insert locations]..


