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1. Purpose 

The purpose of this Backup Policy is to establish standardized procedures for backing up critical 

company data to ensure business continuity, data recovery, and compliance with data protection 

regulations. This policy ensures that backup processes are implemented, maintained, and tested to 

minimize data loss in the event of system failures, disasters, or other disruptions. 

 

2. Scope 

This policy applies to: 

• All critical data stored on company systems, servers, and cloud-based platforms. 

• All employees, contractors, and third parties are involved in the management and execution 

of data backups. 

• All types of backup media, including physical and cloud-based storage. 

 

3. Definitions 

• Backup: A copy of data stored separately from the primary system to protect against loss, 

corruption, or disaster. 

• Critical Data: Any data deemed essential for business operations, including databases, 

customer information, financial records, and intellectual property. 

• Backup Types:  

o Full Back up: A complete copy of all data. 

o Incremental Backup: Only the data that has changed since the last backup is saved. 

o Differential Backup: All data that has changed since the last full backup is saved. 
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• Backup Retention: The length of time a backup is retained before being overwritten or 

deleted. 

 

4. Backup Strategy 

• Frequency of Backups: 

o Critical Data will be backed up daily to ensure minimal data loss. 

o Non-Critical Data will be backed up weekly or as deemed necessary. 

o System Backups will be performed at regular intervals (e.g., weekly full backup, daily 

incremental backup). 

• Backup Methods: 

o Onsite Backup: Backup copies stored in physical locations (e.g., external drives, local 

servers). 

o Offsite Backup: Backup copies stored remotely in a secure cloud service or secondary 

physical location. 

o Cloud Backup: Backup copies using cloud-based storage services with strong security 

protocols (e.g., encrypted cloud services like AWS, Azure, Google Cloud). 

5. Backup Procedures 

• Backup Process: 

1. Identify the critical systems and data that require backup. 

2. Schedule regular backups based on the backup frequency defined above. 

3. Perform manual or automated backups using approved software tools. 

4. Verify that backup operations are successfully completed by reviewing logs and 

reports. 

• Testing of Backups: 

o Regularly test backups to ensure they can be restored properly in the event of a data 

loss scenario. 

o Perform quarterly restore tests on a selected sample of backups to validate the 

integrity and accessibility of backup data. 

• Backup Storage: 

o Store backups in secure locations, with offsite backups located in geographically 

separated data centers to mitigate the risk of localized disasters. 
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o Maintain a clear inventory of backup media, including their location and retention 

schedule. 

 

6. Backup Retention and Disposal 

• Retention Period:  

o Full backups will be retained for [X] weeks/months before being overwritten. 

o Incremental and differential backups will be retained for [Y] days/weeks/months. 

o Long-term retention backups (e.g., archives) will be kept for [X] years as required by 

regulatory standards. 

• Backup Disposal:  

o Once a backup has reached the end of its retention period, it will be securely disposed 

of through methods such as data erasure or physical destruction of media. 

o Ensure that any backup containing sensitive or classified data is destroyed securely 

to prevent unauthorized access. 

 

7. Backup Monitoring and Reporting 

• Monitoring:  

o Backup processes will be continuously monitored for failures or irregularities. 

o Backup status and performance reports will be reviewed regularly by IT 

administrators to ensure that backup procedures are effective. 

• Reporting:  

o A backup report will be generated after each backup cycle, detailing success/failure, 

data volume, and other relevant metrics. 

o Any failures or anomalies must be reported immediately to the IT department for 

investigation and corrective action. 

 

8. Roles and Responsibilities 

• IT Department:  

o Responsible for implementing and maintaining backup procedures, ensuring that 

backups are executed on schedule and verifying that backup data is recoverable. 

o Manage backup storage, including the encryption, retention, and disposal of backups. 
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• Employees:  

o Follow the organization’s data management policies and ensure that critical data is 

saved to the appropriate systems for backup. 

• Management:  

o Oversee compliance with backup policies and ensure that necessary resources are 

allocated for backup processes. 

 

9. Exceptions 

Any exceptions to this policy, such as alternative backup strategies or custom retention periods, must 

be documented and approved by the IT department and senior management. Exceptions should be 

reviewed regularly for compliance.  

10.Existing Setup 

To ensure data integrity and availability, we have implemented a robust backup strategy that 

includes cloud storage, scheduled transfers, and critical backup solutions. 

 

1. Cloud Dialer Backup 

• High Availability Mode: All call recordings and reports are stored on the cloud in HA mode, 

providing redundancy and security against server failures. 

• Data Continuity: In case of a server fault, the database remains intact and accessible. 

 

2. Scheduled Recording Backup 

 

• Daily Transfers: Call recordings from both cloud servers are scheduled to back up 

automatically to the on-premises recording server at 7 PM daily. 

• Seamless Accessibility: This ensures recordings are readily available locally, enhancing 

operational efficiency. 
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3. NAS Storage for Critical Data 

• Centralized Backup Solution: Network-Attached Storage (NAS) is in place for storing 

critical backups, ensuring data redundancy and protection against unexpected failures. 

• Extended Retention: NAS provides a secure, scalable solution for long-term backup needs. 

 

 

 

 

 

 


