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You never know when disaster
will strike and every organization
needs to be prepared. Back up
your data (File > Backup) and
know where your data backs up.
Then copy it to a jump drive and
take it off site to a secure
location.

We recommend assigning this
task to someone within your
office to do this once or twice a
month.
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Every company needs to be prepared for emergencies, but few really are. Disaster
recovery is not so much recuperating as it is planning for the worst. Do you have a
disaster recovery plan? You may not work in a hurricane zone or tornado alley, but
disasters aren’t just nature-driven; sometimes disasters are man-made. Here are
some tips to think about for your own disaster recovery plan. (Note: This is NOT an
exhaustive list and is not meant to replace good solid planning. It's meant to make
you think about what might be lacking for your company.)

Identify your critical systems and their hardware. Obviously, the accounting
database and software, but also the HR package, the Budgeting package,
Inventory, etc. We might take our contact data for granted because it's an
inexpensive program like ACT! but the content and the years of contact
information is irreplaceable. Don't risk losing it.

Keep your critical system hardware cool. Servers and telephone switching
devices create a great deal of heat. Keep them in a cool, dry environment with
their own air control. We've seen servers that literally sit in closets. You decrease
the hardware’s life span by keeping it too hot.

Keep your basement and first-floor critical hardware off the floor. If you work in a
flood zone, these are the most vulnerable places. Computers and water don’t mix!
And keep them off the carpet as well. While today’s computers are much better at
grounding for shock than a decade ago, static electricity can still toast your laptop.
Execute an agreement with a friendly organization or service provider who can
host your system if yours is out of commission. If your building burns down, you
want have your critical systems backed up and running within 24 hours. Make

(Continued on page 2)
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Social Media can greatly improve the
awareness of your organization if used
properly. It is not something to be feared
however some may approach this with baby
steps while others dive in head first. At its
core, marketing via social media is simply making connections, communicating and
exposing who you are and what you do. Social Media adds the layer of technology to

what we are already doing—networking and connecting. It expands your network and
(Continued on page 2)
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The greatest compliment we could ever
receive from you is the kind words of a
referral! Recently we spoke with one of
our clients and this is what they had to
say.

“We've had the pleasure of working with
RBP Methods for over 6 years and they
have added so much value to our
organization. From installing our
accounting program to helping us with our
payroll process, they have gone above
and beyond, exceeding our expectations.
We've saved over 6 days of work per
month with the Payroll solution they
installed for us. Now we are processing
this in house versus outsourcing it which
gives us more control and an added
savings. What | like most about RBP is the
personal attention they give us. They
come in to our office when we need them,
show us how our system works from the
back end to the front end and teach us
until we’re comfortable with the solution.
They are very friendly people and we will
continue to use them for all of our
nonprofit software needs.”

Esther Holliday
United Cerebral Palsy

If you know of a company that is
struggling with their business software, or
not getting enough support with their
current system — send them our way! Just
let your fellow colleagues know that we
are available to assist them and that we
would be honored to have an opportunity
to earn their business.
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(Continued from page 1)

sure you have access to adequate

processing power to get your business

functioning.

Keep your backups off-site. At least once

a week take a backup of each critical

system off-site from your business. If you

have to go back to that snapshot, you've

only lost up to one week of data. Keep it

for at least two weeks before reusing that

disk or tape.

Verify that you can restore from your

backups. We have had several clients

over the years have backup systems in

place so they thought. But when they

actually had a disaster (the server crashed) and went to restore their data, there
was nothing to restore from. Several things can occur: The backups aren’t
backing up the proper directory; the backup system doesn’t backup “open” files
(like SQL); the backup tape/disk has a bad sector in the header record or along
one of the magnetized sections. Don’t wait until you need it before you try it.
Test your restored information once every six months.

Bond your IT professional. Have someone else know where all the passwords
are. Hire an outside group to audit you IT department. One client had a falling
out with their IT employee who had set up remote access to the servers and
created a hidden account on the domain, with potentially disastrous results.
Another had an IT director shipping hardware to his home address for several
years. You may not know what is really going on in that department.

Get an iron clad agreement with an outside IT professional if you farm out the IT
function. They should only have access to anything you give them access to and
not violate that trust. Make sure they are bonded. And have someone else — a
hired professional or an internal knowledgeable person — check up on them. IT
professionals are not gods, but sometimes they act like it. They need oversight,
too.

(Continued from page 1)
gets the message of the good things you do to the right people.

Good marketing via social media is genuine and generous and should be used to
promote real, specific people at the organization and not hide behind the 501(c)(3).
It should promote others, as well as yourself and freely offer resources, information
and help to advance your mission. You can do this by commenting on other blogs,
retweeting, linking, etc. Nonprofits can develop cost efficient marketing strategies
though the use of Social Media Tools. The cost will primarily involve time and
commitment.

In a recent edition of the The Non Profit Times an article was published regarding
one woman who used Social Media (Facebook) to raise $45,000 for Cancer
Research in one year by practicing the genuine and generous marketing approach.
This story is just one example of how Social Media can benefit organizations is a
huge way with a little time and effort. To read the story mentioned above go to
http://tinyurl.com/m83hle.
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