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Document Back-up


Documents created on personal computers by members of the Committee of Management or other members of the Oberon Tarana Heritage Railway Inc. (OTHR) will be secured off site to ensure that they are not lost as a result of computer malfunction or destruction.

To ensure the security of OTHR’s documents the following procedures will be implemented:

OTHR will purchase two USB drives for each member who creates documents for OTHR and theses will be held in a central location and will be updated on a monthly basis.

· Each of the USB drives must be labelled, by the user with the name of the documents’ author and then numbered 1 and 2

· Insert the first USB drive into the USB port of the computer.  
· Download all of the OTHR documentation to the USB drive. 
· When all of the documentation has been loaded deliver the USB drive to who at Moorhead Engineering, address  where the drives will be stored.

· At the start of the next month the second USB drive should be used to repeat the process. 

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

· When a previously- used USB drive is used, the file should be overwritten. A new file should not be created.
What should happen if some authors don’t create a new document each month? 

Who on the board should be given USBs?  The Publicity Officer should have them too.
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