Daily Checklist

Week:   __/__/_____
	Day
	Overnight backup
	Swap backup tapes
	Check anti-virus logs and updates
	Check server hard disk space (C, D, F, G)
	View RM Support website for latest news
	View RM Support for any call updates
	Check any RM Subscription Emails
	Check there are no unauthorised Administrator level users
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	Action / Solution Details
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	Action / Solution Details
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	Action / Solution Details
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Complete Yes/No?
	
	
	
	
	
	
	
	

	Action / Solution Details
	
	
	
	
	
	
	
	

	Friday
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