	
	Disaster Recovery Procedures

	
	
	



Server/Application
2.0
	Document Information

	Document Type
	Disaster Recovery Procedures

	Created by
	

	Created on
	1/20/2008

	Business Owner
	Sponsor Name

	IS Director
	

	IS Supervisor
	

	Last update by
	

	Updated on
	


	Document History

	Date
	Version #
	Author
	Action

	1/22/07
	1
	Patrick Wilson
	Creation

	
	
	
	

	
	
	
	


	Quality Control Signoff

	I have reviewed this document for accuracy and completeness. 
I agree that its contents constitute the baseline procedures required to recover this application.

	Date
	Organization
	Name/Title
	Signature

	
	
	
	

	
	
	
	

	
	
	
	


[NOTE: Blue italic text in brackets indicates explanatory template notes. 
Delete these comments before publishing your document.]

Table of Contents

31
Introduction


31.1
Goals and objectives


31.2
Background


31.3
Using this document


31.3.1
Vocabulary


31.3.2
References


31.3.3
Document Overview


42
Prerequisites


42.1
Recovery Process Overview


42.2
Prerequisites


42.3
General Issues


53
Recovery Procedures


53.1
Installation Procedure 1


       6Communication of System Readiness


3.2    
Testing and Validation……………………………………………………………………………6

63.3
Protocols


63.4
Contact Information


74
Appendices


74.1
Appendix A: Glossary


74.2
Appendix B: Subject Matter Experts


74.3
Appendix C: Reference Documents


74.4
Appendix D: Supplementary Information




Table of Figures

4Figure 1: Process Flow


4Figure 2: Prerequisites Checklist


19Figure 3: System Contact List





1 Introduction

The purpose of this document is to provide the technical procedures required to recover [application name] in the event of a disaster. This document is intended for IS Operations and Disaster Recovery Team.

1.1 Goals and objectives

The primary goal of disaster recovery is to ensure the availability and integrity of the mission-critical COMPANY NAME applications managed by Information Services.

In support of this goal, the procedures in this document specify the requirements and procedures for recovering [application]. The procedures are written so that a knowledgeable layman or relatively inexperienced IS technician can easily execute them.

1.2 Background

[Note any application-specific context relevant to these procedures, such as the business purpose of the system, the relative importance of the system to the overall business process, and other systems that depend upon this one.]
Background text here.

1.3 Using this document

1.3.1 Vocabulary

Refer to Appendix A for definitions of abbreviations, acronyms, and other terms.

1.3.2 References

Refer to Appendix B for a list of subject matter experts who may be able to provide assistance if there are problems executing the procedures documented herein. 

Refer to Appendix C for a list of all documents referenced within this Recovery Plan.

1.3.3 Document Overview

1. Introduction

2. Prerequisites for Recovering [Application]: 
Process overview; necessary OS and service packs, database, and other dependencies (applications, .dlls, etc…); and other general issues

3. Recovery Procedures: 
Step-by-step procedures for [Application] recovery

4. Testing and Validation: 
Itemized procedures to verify system functionality and availability

5. Communication of System Readiness: 
Protocols and list of contacts

6. Appendices: 
Additional detail to aid understanding of this document or support further tasks:
A. Glossary of Abbreviations, Acronyms, and Terms
B. Subject Matter Experts
C. Referenced Documents
D. Supplementary Documents
2 Prerequisites

2.1 Recovery Process Overview
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Figure 1: Process Flow

The diagram above illustrates the generic recovery process.

2.2 Prerequisites 

The table below describes the prerequisites for the recovery of this application, indicating their business roles and objectives as well as personal goals for the software.

	Required Component
	Title and Version
	Verified Compliance

	Operating System
	
	

	Database Type
	
	

	Database Tools
	
	

	Databases
	
	


Figure 2: Prerequisites Checklist

2.3 General Issues

This section outlines any general issues that installers should be aware of when recovering this application.

3 Recovery Procedures

[If it is easier to describe the recovery activities as a series of distinct procedures, copy and paste an additional copy of Section 3.1 as a template for each procedure. The current text in the steps below are for example purposes]
3.1 Installation Procedure 1

1. Manual Process Step

2. Open [Application Name]

a. Action 1 explained.

b. Action 2 explained. 
Describe expected results.

	3. First step to install application

a. Action 3.
Put disk into CD Drive
b. Double Click install.exe. 

	

	4. Next step on new screen

a. Action 4 – Click on 
	

	5. Next step on new screen

Action 5 – Click on Next
	

	6. Next step on new screen

Action 6 – Click on Next
	

	7. Next step on new screen

Action 7 – Change the default C: directory to D: for both directories Then 
Click next
	

	8. Next step on new screen

Click on Yes.
	

	9. Next step on new screen


	

	10. Next step on new screen

Click Next
	

	11. Next step on new screen

Click Next
	

	12. Next step on new screen

Click Next.
	


 Communication of System Readiness

This section describes the handoff of responsibilities once the system has been fully recovered.

3.2 Testing and Validation

[List the components tested, how they performed on the test, and the date of testing validation]
3.3 Protocols

[Specify the order in which management and end users will be notified of system availability]

Contact 
3.4 Contact Information

The following table provides contact information for the stakeholders referenced in the preceding protocols.

	Person
	Responsibility
	Office Number
	Outside Contact #
	E-Mail

	
	
	
	
	

	
	
	
	
	


Figure 3: System Contact List

 

4 Appendices

Information in this section supplements the requirements specification. Supporting data should be considered part of the specification.

4.1 Appendix A: Glossary

Abbreviations, acronyms, and other significant terms are defined in this section:

4.2 Appendix B: Subject Matter Experts

Following are the subject matter experts who were consulted in the preparation of this document:

SME Name, title, email

4.3 Appendix C: Reference Documents

Following are the documents referenced within this Recovery Plan:

4.4 Appendix D: Supplementary Information

[Include or reference other supplementary information as required, including standards, policies, and regulations, or external websites.]
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