Standard Operating Procedure (SOP): Document
Security, Confidentiality, and Data Integrity
Requirements

This SOP defines the document security, confidentiality, and data integrity requirements to protect sensitive
information from unauthorized access, ensure confidentiality of data, and maintain the accuracy and consistency of
documents throughout their lifecycle. It includes guidelines for access control, encryption, secure storage, data backup,
audit trails, and compliance with relevant legal and regulatory standards, aiming to safeguard organizational information
assets effectively.

1. Purpose

To establish procedures for safeguarding the security, confidentiality, and integrity of documents and data within the
organization.

2. Scope

This SOP applies to all employees, contractors, and third parties who have access to organizational documents and/or
data, whether physical or electronic.

3. Responsibilities
¢ Document Owners: Ensure security and proper classification of documents.

¢ IT Department: Implement and monitor security controls, backups, and audit trails.
¢ All Employees: Adhere to security and confidentiality protocols.

4. Definitions

Term Definition

Confidentiality Ensuring information is accessible only to authorized individuals.

Data Integrity Maintaining and assuring the accuracy and consistency of data over its lifecycle.
Access Control Mechanisms to restrict access to authorized users.

Encryption Use of cryptographic techniques to protect data from unauthorized access.

5. Procedures

1. Access Control
o Grant document access based on job roles and responsibilities.
o Review access permissions quarterly or upon staff changes.
o Implement multi-factor authentication where applicable.
2. Encryption
o Encrypt sensitive documents both at rest and during transmission.
o Use approved algorithms and key management practices.
3. Secure Storage
o Store physical documents in locked, access-controlled environments.
o Secure electronic documents with system controls and regular monitoring.
4. Data Backup
o Perform regular data backups in accordance with business continuity protocols.
o Store backup copies securely, offsite or in the cloud with encryption.
o Test restoration procedures at defined intervals.
5. Audit Trails
o Maintain logs of all access, modification, and deletion activities.
o Review logs regularly for unusual or unauthorized activities.
6. Compliance
o Adhere to relevant legal, regulatory, and contractual requirements (e.g., GDPR, HIPAA).
o Conduct regular policy reviews and staff training.



6. Training and Awareness

¢ All personnel receive training on document security, confidentiality, and data integrity requirements during
onboarding and annually thereafter.
¢ Refresher courses provided as regulations or procedures change.

7. Review and Revision

This SOP will be reviewed annually or as needed following significant changes to organizational policies, practices, or
relevant regulations.

8. References

ISO/IEC 27001 Information Security Management

General Data Protection Regulation (GDPR)

Health Insurance Portability and Accountability Act (HIPAA)
Organizational Information Security Policy
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