DISASTER RECOVERY PLAN

This plan is an outline of process Toth Technologies shall take to recover from a disaster.
A .  Disaster Planning

1.0 A back-up of the systems shall be stored off-site.

           
1.1 Back ups shall include operation system, any in print manuals, accounting info, equipment list and photos and insurance policy information.
                    1.2 Back-up schedules


     1.2.1 Computer back-ups shall be performed at least once daily. 



   1.2.1.1  Accounting system every Friday.

                          1.2.2 Equipment lists, photos and in print manuals every six months.

         2.0 Recovery site


2.1 A location and agreement shall be on record for a recovery site.


2.2 At a minimum the recovery site shall be an office space, where staff can work out of to perform notifications and develop an impact report.
B. Customers, vender and employee notification;

     1.0  All customers vendors and employees shall be notified of the disaster as soon as possible.

    1.1 The customers shall be given a time frame for them to receive a DRP schedule.

    1.2 The vendors shall be notified, and asked to continue processing our in-process product.

    1.3 The employees shall be notified of the location of the recovery site and contacts. 

  1.3.1 As part of the DRP each manager shall keep a list of current employees and their contact information off site.

C  A Disaster Impact Report (DIR) shall be made to determine the recovery time frame.

         1.0 All customers shall be notified of the report

D. The DIR shall list the following items.

1.0 Site Condition.

1.1 If some of the current site is intact, we shall work out of it.

1.1 If the site is unusable a new site shall be found.

2.0 Rebuilding Feasibility.

2.1 We have insurance which allows us to relocate wile rebuilding if required.
3.0  Employees status
3.1 Our insurance will allows us to keep all employees on payroll up to 6 months.

3.2 The employees shall help with the recovery.

4.0  Parts in-process off-site ( Plating )

4.1 The vendors, which are processing work off-site shall be noticed of any location change.

4.2 All of-site processing shall continue.

5.0  Equipment

5.1 Any equipment unusable shall be replaced by our insurance.

5.2 Any usable equipment shall be moved to the recovery site.

6.0  Work-in-Process

6.1 The impact of each job in-process shall be discussed with the customer

6.1.1 Using an off-site system back-up, a list of open orders shall be generated.

6.2  The customer shall have the right to cancel the current order.

6.3  The job could be subcontracted to a approved vendor.

 
        6.3.1 Some of our employees may be sent to work at the subcontractors.
E. The goal of this plan is to have a detailed process for recovering from a disaster as soon and with as little interruptions as possible, to assure the least impact to our customer’s schedule.
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