THE EXECUTIVE DIGITAL ASSET PROTECTION CHECKLIST

A Minimalist Framework for Absolute Workflow Certainty

. THE FRIDAY CULLING RITUAL (Time: 5 Minutes)

e Clear your local desktop of temporary files and transient screenshots.
¢ Empty the system trash bin to maintain lean local storage volumes.

e Archive finalized weekly deliverables into their designated project folders.

. THE 3-2-1 DATA REDUNDANCY CHECKLIST
e Primary Copy: Operational workspace on your computer's local drive.
e Secondary Copy: High-speed, fanless external SSD located on your desk.

e Tertiary Copy: Isolated zero-knowledge offsite cloud storage vault.

. PERFORMANCE CADENCE SETTING

e Hourly: Automate background syncing for active client files.
e Daily: Enable comprehensive overnight system snapshots to the cloud.

e Monthly: Perform a physical local vault lock onto an independent drive.

. SILENT SECURITY AUDITING

e First Monday: Open your backup dashboard to confirm successful sync dates.
e Document Check: Open one random archived file to verify data integrity.

e Hardware Inspection: Ensure local external drives remain disconnected when not in use.

Good backup habits don't take much time, but they can save you from a lot of frustration. Protect
your files today so you don't have to worry about losing them tomorrow.
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