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1. Purpose
This Disaster Recovery Plan (DRP) outlines the key steps, contacts, and recovery procedures required to restore critical IT systems and infrastructure in the event of a disaster or major outage.
⚠️ Note: This plan covers IT infrastructure only — including servers, networks, cloud systems, and essential software.
A full DRP engagement (available as an service) includes operational continuity planning, staffing, facilities, vendor dependencies, and financial impact analysis.

2. Objectives
· Minimize downtime and data loss.
· Restore critical systems as quickly as possible.
· Define roles and responsibilities during an IT disruption.
· Maintain communication and operational continuity for technology services.
· 
3. Scope
Included in this plan:
· Core business servers (on-premise and cloud)
· Network infrastructure (firewalls, switches, access points)
· Backup and recovery systems
· User authentication systems (AD, SSO, M365, etc.)
· Critical applications and databases
· Remote access systems (VPN, RMM, etc.)
Not included (available in full DRP):
· HR/staffing and payroll continuity
· Physical office access and relocation
· Vendor supply chain recovery
· Financial and legal recovery processes
· Customer communication strategies

4. Critical Systems Inventory
	System
	Function
	Location
	Recovery Priority
	RTO (Max Downtime)
	RPO (Max Data Loss)

	[Server Name]
	[e.g. File Server]
	[Cloud / On-prem]
	[High/Med/Low]
	[4 hrs]
	[1 hr]

	[Email / M365]
	[Communication]
	[Cloud]
	[High]
	[2 hrs]
	[15 min]

	[Firewall]
	[Network Security]
	[Office]
	[High]
	[1 hr]
	[0 hr]

	[Backup System]
	[Data Recovery]
	[Datacenter]
	[High]
	[4 hrs]
	[1 hr]


Note: Recovery Time Objective (RTO) is the maximum acceptable downtime.
Recovery Point Objective (RPO) is the maximum acceptable data loss (in time).

5. Roles & Responsibilities
	Role
	Name
	Contact
	Responsibility

	IT Recovery Lead
	[Name]
	[Phone/Email]
	Coordinate all recovery efforts

	Network Engineer
	[Name]
	[Phone/Email]
	Restore network & connectivity

	Backup Administrator
	[Name]
	[Phone/Email]
	Restore data from backups

	Management Contact
	[Name]
	[Phone/Email]
	Authorize recovery decisions



6. Recovery Procedures
6.1 Initial Response
1. Identify the type and scope of the incident.
2. Notify the IT Recovery Lead immediately.
3. Document all actions taken.
4. If critical systems are impacted, declare a Disaster Event and initiate recovery.
6.2 Communication Plan
· Primary communication: [Microsoft Teams / Slack / Phone Tree / Email]
· Backup communication: [Cell / Group Text / Alternate Platform]
· Status updates provided every [x] hours until recovery is complete.
6.3 System Restoration Sequence
1. Verify physical/network access.
2. Restore power and connectivity.
3. Validate firewall and internet access.
4. Recover backup data to clean systems.
5. Validate integrity of restored systems.
6. Resume business operations.
6.4 Backup & Verification
· Backup Type: [Local / Cloud / Hybrid]
· Frequency: [Daily / Hourly / Real-time]
· Verification: [Weekly test restores, logs reviewed monthly]


7. Testing & Maintenance
· Annual DR test: Simulate a partial outage or restore scenario.
· Quarterly backup verification: Confirm recent data integrity.
· Update plan: Every 6–12 months or after any major IT change.

8. Plan Storage & Access
· Digital copy: Stored securely in [Hudu / SharePoint / OneDrive].
· Printed copy: Located in [Office binder / Server room].
· Emergency access: Available to IT recovery team through [system].

9. Recommendations for Full DRP Coverage
The following areas fall outside this IT-focused DRP but are recommended for full resilience:
	Category
	Description

	Facilities
	Alternate work locations, power/fuel planning

	Personnel
	Cross-training, leadership chain of command

	Vendors
	Critical suppliers, contact lists, dependencies

	Finance
	Emergency funding, insurance coordination

	Communications
	Client, media, and stakeholder messaging

	Legal & Compliance
	Incident reporting, regulatory notifications


A full Disaster Recovery & Business Continuity Plan can be developed as a paid engagement to provide complete organizational coverage.

10. Approval
	Name
	Title
	Signature
	Date

	[Client Representative]
	[Role]
	
	

	[Your Company Representative]
	[Role]
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