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Data Backup & Retention Form
Document the types of data your organization has, the backup method used and frequency of the backups, the storage location(s) for the backups, and the individuals authorized to access the data backups.
	Organization
	Date

	Anytown Food Pantry
	10/01/2007

	Type of Data
	Backup Method and Frequency
	Backup Storage Location
	Individuals Authorized to Access Backups

	Food Donor List
	Flash drive, weekly
	ED’s house
	Mary, John, and Jane

	Financials
	Flash drive, weekly
	ED’s house
	Mary, John, and Jane

	Volunteer List (hard copy)
	Copy list, monthly
	John’s house
	John, Mary
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