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OFF-SITE DATA PROTECTION




FTP Installation Checklist

	Customer Information Sheet                     Today’s date: Today’s date

	(THIS SECTION TO BE COMPLETED BY IRON MOUNTAIN)

Company name: The name of your company (eg. ACME Corp)
Primary Account #: Your IRM account number (eg. 9999)                         
Branch Name: The name of your Iron Mountain Branch (eg. Denver Data Protection)
IM Branch Contact: The name of your Iron Mountain contact (eg. Joe Smith)                           Phone:  The phone number of your Iron Mountain contact
Support Center Ticket #: A ticket assigned to you by the IRM Help Desk

	List:

· All account numbers.

· Associated Logical Vaults.

· File types for each (P = Pick, D = Distribution, I = Inventory, DR = Disaster Recovery).

· Whether the tapes are picked the same day we receive the file.

Acct.#:  9999        Vaults:  8MM      File Types:  I  Pick Same Day (Y/N):      
Acct.#:  9999        Vaults:  TK      File Types:  I  Pick Same Day (Y/N):      
Acct.#:               Vaults:             File Types:         Pick Same Day (Y/N):      
Acct.#:               Vaults:             File Types:         Pick Same Day (Y/N):      
Acct.#:               Vaults:             File Types:         Pick Same Day (Y/N):      
Remarks:       

	(THIS SECTION TO BE COMPLETED BY CLIENT)

Primary Contact: Your name
Primary phone (voice, voice mail): Your number
Secondary phone:  Your alternate phone number
E-mail: Your email address
Technical/Network Contact: The name of your network contact
Phone (voice, voice mail): Their phone number
Secondary phone:  Their alternate number
E-mail: Their email address
If desired, automated email notifications will be sent upon file receipt.  Please enter the desired addressees:  (no email really needed, hope to have a scheduled task automatically transfer fail at the same time every day, once we know the time the file should be available.
Bad File E-mail: an email address for IRM errors     

Received File E-mail: an email address for IRM messages
System originating file transmissions: TapeTrack (in IRM Format)
NOTE:  Files must use ASCII (text) coding.

Special Instructions: Please produce an inventory file of all our account items and make it available on your FTP server in the download directory by ??PM each day.

	



