<<Month, Day, Year>>

<<From: Your Name>>

<<Your Title, Your Company>>

Dear <<Client Name>>,

This letter is to formalize our conversation on <<Monday, Date>> regarding the backup of your company’s critical computer systems and data files.

During that meeting, I urged you to do the following:


· Subscribe to a professionally managed online backup service to help safeguard your critical files, folders, databases, client information, financial records, client work in progress and other critical business information stored digitally on your computer systems


· Create and maintain complete local image backups of your most critical computer systems and store them on external disk drives or a Network Attached Storage (NAS) device


My reasons for the above recommendations were to help ensure that your business can survive – and rapidly recover from – a digital disaster.

Some of the digital disasters I am referring to are fire, flood, theft, power surge, equipment failure, human error or cyber crime (ransomeware.)  Should even one of these events occur, based on the systems and processes you currently have in place, I do not feel confident that you could quickly restore your business to full operation.

HOWEVER, KNOWING THIS, YOU HAVE DECLINED MY OFFER TO PROVIDE 
PROFESSIONAL BACKUP SERVICES FOR YOU AT THIS TIME.
Because I feel strongly about my recommendations and because we are the company you will likely call if you need to recover your data and IT systems, I felt it was my professional responsibility to formalize my recommendations in a letter. I will also place a copy of this letter in your customer service records.

Of course, we’ll be here to support you should anything go wrong and will give our best effort to serve you; however, we might not be able to get your systems back up and running again fast or recover all your data as things stand today.

I certainly don’t want there to be any unpleasant surprises or ill will should this type of crisis arise.

Dedicated to serving you,

<<Your Name>>

E-mail: yourname@yourdomain.com 

Phone: xxx-xxx-xxxx
Web: www.insertyoururlhere.com
P.S. If you change your mind and want us to implement the recommendations we’ve made, please contact me right away.
