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Server Maintenance Windows

All Servers are available for use Monday - Friday, from 7:00 A.M. to 5:30 P.M. Systems may not be
available during this time. Downtime will be used for scheduled maintenance, data processing, backups,
and updates.

Citrix Maintenance

Scope

This policy helps us ensure we can provide a reliable and current Citrix environment. Maintenance of the
Citrix farm will be critical in keeping it and its applications up to date as well as ensure that regular
maintenance is routinely completed. These steps are critical in providing a solid Citrix environment for the
City of Roseuville.

Production Maintenance

Information Technology Citrix Systems Administrators reserve the hours of Friday evening from 6:00pm —
10:00pm and Sunday from 8:00 am — 12:00 pm to bring the Production Citrix system off-line. Users will
be notified if these maintenance windows will be used so they can plan accordingly.

Maintenance should not have to be conducted outside of this window, but in case there is a need for
emergency maintenance, users will be notified and given an estimated time of completion.

Alpha and Beta Maintenance

Information Technology Citrix Systems Administrators reserve the right to bring the Alpha and Beta
systems off line without notice. These are test environments and we can not guarantee their stability while
testing new upgrades or applications. We have these environments, so that thorough testing is completed
and problems worked out prior to anything being released into our Production environment. If possible,
we will try to provide %2 hour prior email notice of Alpha or Beta being taken off line.

Data Preservation

Scope

This policy affects all documents and data stored by City of Roseville Smart Client Users in the My Docs
directory or H drive. This policy will detail what documents and data are backup by IT and what
documents and data need to be backup by the users. If this policy does not meet your business needs
please contact IT for further evaluation.
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Email Data

Users will be allocated 700 MB of space on the exchange server for email. This data is backed up nightly
by IT and will be kept for 30 days. To ensure that all your files are properly backed up they need to be
saved and closed by end of Business day.

My Documents Data

Users will be allocated 1 gig of space for their non-shared documents. Shared documents should be on
departmental drives and only one copy of that document should be retained. To ensure that all your files
are properly backed up they need to be saved and closed by end of Business day. This data is backed up
nightly by IT and will be kept for 30 days. Documents that need to be kept for possible future reference
can be archived by burning the file on CD for future retrieval.

If there is a business need for additional data storage that cannot be accommodated in our SAN
environment, you may request to have space allocated on the Smart Client. The caveat to using this
storage is that it is not backed up, so user would be responsible for backing up data on this drive.
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