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Recovery Plans...

Business Recovery Plan

We recognise that key issues that will impact on our business fall into three categories:

1. Staff and resourcing

2. IT, software and data

3. Premises and equipment

To ensure business continuity for our clients, Zeus Advertising takes the following precautions: 

1. Staff and resourcing

– In order to ensure we always have appropriate members of staff available, details of previously vetted freelance 
   creative artworkers are kept on file should the need arise for holiday / sickness cover.

2. IT, software and data

– Computers are backed up every week and previous weeks files are kept off site.

– All software is kept off site so that it can be re-installed if necessary.

3. Premises and equipment

– Key staff keep contact details of clients and suppliers off-site.

– JKBF and DW have identical software installed on their home laptops, so work could continue while awaiting 
   replacement equipment for the office.

– E-mails – these can be accessed off site and from staff mobile phones. Staff are aware of password details.

The current version of these plans are available to read on our website.

Signed: David White, Director

Date: 01.04.2009
Review date: 01.04.2010



Zeus Advertising, 5th Floor, 40 Mortimer Street, London W1W 7RQ.  Tel: 020 7255 2582  Fax: 020 7255 2583  www.zeus-advertising.com
Registered address: Zeus Trading Ltd, 9 Claremont Park, London N3 1TG. Registered in Cardiff No: 3787874

Recovery Plans...

Disaster Recovery Plan

1. The need for a plan would arise if the office was not accessible or operational due to:

	 • Fire
	 • Flood
	 • Burglary
	 • Transport 

2. Critical influencers would be functionality of:

	 • Computers
	 • Phone
	 • Office

3. Key actions and responsibilities:

	 • Assess functionality of office & infrastructure.
	 • Notify all employees of whether to come in to the office or not.	
	 • Inform – the landlord, authorities such as the Police/Fire Service as appropriate, insurance
	   company and IT consultants.
	 • Advise key clients, consultants and suppliers providing alternative contact details.
	 • Provide regular updates to all on contact details and progress.
	 • Liaise with the landlord to restore office to working order/find alternative space. 
	 • If a member of staff becomes aware of an incident before the Office Manager they are to immediately 	
	   contact them (see mobile numbers attached) and liaise with colleagues as appropriate.

4. IT:

	 • If computer is non-functional the previous files can be loaded onto PCs for immediate access. 
	   This would take approx one day.
	 • We would then need to liaise with our insurers to order a new computer to replace the system.

5. Phones:

	 • If necessary, we would request that employees used personal mobiles until office lines were re-installed.
	 • Zeus Advertising would re-imburse any costs incurred.

The current version of these plans are available to read on our website.

Signed: David White, Director

Date: 01.04.2009
Review date: 01.04.2010


