COMPUTER OPERATIONS CHECKLIST

· Properly train everyone using the computer. 

· Do not allow anyone to install personal software in your business computer. 

· Check for virus infection with appropriate software on a regular basis (at least weekly). 

· Perform backups on a daily basis. Always keep a backup copy away from the business location. 

· Limit computer access to only those necessary. 

· Maintain program files and data files in separate directories. 

· Use password protection. 

· Perform hard disk maintenance on a regular basis. Follow instructions included with the maintenance software being utilized. 

· Clean and dust the computer monthly. Use a small vacuum to clean air intake and exhaust locations.

