Document Security
The lack of a formal archival and back-up policy of OTHR documentation has meant that most documentation is resident in numerous personal PC’s with no “off site” storage. This leaves the documentation vulnerable to loss due to PC malfunction or destruction without any recovery means available.

 To overcome this OTHR has purchased two USB drives, for each user, to provide a storage medium that will be held in a central location and updated monthly. The process for providing this function will be as follows:

· Label each of the USB drives with your name and number them 1 and 2.

· Insert the first USB drive into the USB port of the PC
· Download all of the OTHR documentation to the USB drive. To make this easier have all of the OTHR documents in the one folder in the PC.

· When all of the documentation has been loaded deliver the USB drive to Moorhead Engineering where Shane will store the drives
· At the start of the next month use the second USB drive to repeat the process.

· When the second USB drive is delivered to Moorhead Engineering, retrieve your earlier back-up drive for use in the following month.

· When you use a previously used USB drive, overwrite the file on the drive don’t create a new file. 
