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[bookmark: _y17ylbi9sjhi]1. Purpose
The purpose of this SOP is to define and describe the backup and recovery procedures followed by [MSP Name] to ensure the safety, integrity, and availability of client data.

[bookmark: _p17mfi7vnhbz]2. Scope
This SOP applies to all client data managed by [MSP Name], spanning across on-premises, cloud, and hybrid environments.

[bookmark: _qaiwoqkl73jf]3. Responsibilities
· Backup Administrator: Responsible for configuring, monitoring, and managing backup solutions, ensuring the backups are completed successfully, and initiating recoveries.
· IT Support Team: Provides initial troubleshooting and engages the Backup Administrator for advanced issues.
· Client Relationship Manager: Informs clients about backup and recovery status when necessary.
[bookmark: _ig915pv99c0v]4. Backup Procedure
[bookmark: _x9r44njlf9ss]4.1 Backup Frequency
· Daily incremental backups
· Weekly full backups
· Monthly archival backups
[bookmark: _9ogcz4s0czp2]4.2 Backup Media and Location
· Primary backups are stored in a secured, encrypted format in [Primary Data Center/Cloud Provider].
· Secondary (off-site) backups are stored in [Secondary Data Center/Cloud Provider].
[bookmark: _i5xl5xsyu5v4]4.3 Backup Monitoring
· All backups are monitored in real-time. Alerts are generated for failures.
· Backup reports are generated daily and reviewed by the Backup Administrator.
[bookmark: _tu8lquin953q]4.4 Backup Testing
· Randomly selected backups are tested monthly for data integrity and reliability.
· Full recovery tests are performed quarterly.
[bookmark: _flczr1qymmal]5. Recovery Procedure
[bookmark: _jszl3cb8ib3t]5.1 Identification of Data Loss
· Data loss incidents can be identified by automated systems or reported by clients.
· All incidents are logged and analyzed.
[bookmark: _dkzdl7qkjcup]5.2 Data Recovery Steps
· Assess the extent and cause of data loss.
· Determine the most recent relevant backup.
· Notify affected clients about the data recovery process and expected downtime.
· Retrieve backup from the appropriate storage location.
· Perform the data recovery on a test environment first (if feasible).
· Once verified, restore the data to the live environment.
· Validate the restored data with the client.
[bookmark: _g5kg89m6iphv]5.3 Post-Recovery
· Conduct a post-mortem analysis to understand the root cause and prevent similar incidents in the future.
· Update the incident log and inform all stakeholders.
[bookmark: _96qeqwocx0sc]6. Documentation
· Maintain a detailed log of all backups, including dates, sizes, locations, and any issues encountered.
· Document all recovery operations, including the cause of data loss, recovery steps taken, and outcomes.
[bookmark: _mq90iv6dyein]7. Review and Audit
· This SOP is reviewed semi-annually by the IT Management Team.
· Annual third-party audits are conducted to ensure adherence to industry standards and best practices.
[bookmark: _6gjtjjm08dog]8. Client Communication
· Clients are informed of successful weekly backups.
· Immediate notification to clients in case of backup failures or data loss incidents.
[bookmark: _n356aqpvwpgr]9. Conclusion
Adherence to this SOP ensures that [MSP Name] maintains high standards in data protection, minimizing potential data loss and ensuring rapid recovery when required.
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