
**NTFS Backup Procedure Statement Template** 

**Objective:** 

To outline the procedures for backing up NTFS file system data to ensure 

data integrity and availability. 

**Scope:** 

This procedure applies to all NTFS file systems within 

[Organization/Department Name] and is applicable to all employees 

involved in data management. 

**Backup Frequency:** 

Backups will be performed [daily/weekly/monthly] based on the criticality 

of the data. 

**Backup Tools:** 

The following tools will be used for NTFS backups: 

- [Backup Software Name] 

- [Additional Tools if applicable] 

**Procedure Steps:** 

1. Identify the directories/files on the NTFS file system that require 

backup. 

2. Schedule backup jobs using [Backup Software Name]. 

3. Verify backup integrity through [describe verification method]. 

4. Store backups in [location, e.g., cloud storage, external hard 

drives]. 

5. Document each backup session in the backup log including date, time, 

and comments. 

**Monitoring:** 

Backup success will be monitored through [method of monitoring, e.g., 

logs, notifications]. 

**Restoration Process:** 

To restore data, follow the steps outlined in the restoration guide [link 

to guide or document]. 

**Review and Update:** 

This procedure will be reviewed quarterly and updated as necessary.  

**Approval:** 

[Name/Title] 

[Date] 


