
Use a version control system

Adopt a file naming
and organization convention

Archive final versions 
in a stable and certified repository

Backup Your Data!
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To protect yourself against data loss we suggest you backup your data 
following the 3-2-1 rule:

copies of your 
data. 

different types of 
storage media.

copy off-site.

Maintain... In at least... With...

Give preference to open formats

Set up a backup routine and auto-sync 
when available

Click on the dots (...) for more info!

Use encryption and security access 
measures for sensitive data

Free up space by removing files no 
longer needed

Always check the terms and conditions 
governing the storage system

Need help with research data? 
rds@library.ucsb.edu

Ho
w to

 auto
-sync with the cloud?

UCSB affiliates have free 
Google Drive and Box cloud 

storage available. 
 

Learn how to enable auto-sync 
in both systems to mirror data 

stored on your computer:

bit.ly/box-sync bit.ly/gd-sync

https://www.library.ucsb.edu/sites/default/files/dls-n07-2021-openformats-navy.pdf
https://www.library.ucsb.edu/sites/default/files/dls-n01-2021-filenaming.pdf
https://www.library.ucsb.edu/sites/default/files/dls-n09-2021-versioncontrol-navy.pdf
https://www.library.ucsb.edu/sites/default/files/dls-n05-2021-dr-navy.pdf
https://support.google.com/a/users/answer/9308834?hl=en#:~:text=Sync%20all%20downloaded%20files%20to%20Drive%20on%20Mac&text=Drag%20the%20Downloads%20folder%20into%20a%20Google%20Drive%20folder.,-Open%20Chrome%20and&text=and%20click%20More-,Settings.,Drive%20folder%20and%20click%20Select.
https://support.box.com/hc/en-us/articles/360043696154-About-Box-Sync
https://bit.ly/box-sync
https://bit.ly/gd-sync

