Standard Operating Procedure (SOP)

Confidential Handling and Secure Storage Protocols for Sensitive
Correspondence

This SOP details the confidential handling and secure storage protocols for sensitive correspondence, ensuring all
private and critical information is managed with the highest level of security. It covers procedures for receiving,
processing, and storing sensitive documents, access control measures, encryption standards, and guidelines for proper
disposal. The goal is to protect sensitive correspondence from unauthorized access, maintain data integrity, and comply
with organizational and legal confidentiality requirements.

1. Purpose

To establish standardized procedures for receiving, handling, storing, and disposing of sensitive correspondence to
ensure confidentiality, integrity, and compliance with applicable regulations.

2. Scope

This SOP applies to all employees and authorized personnel who handle, process, or store sensitive correspondence
within the organization.

3. Definitions

¢ Sensitive Correspondence: Any written or electronic communication containing confidential, private, or critical
information.

¢ Authorized Personnel: Individuals who have been granted permission to access sensitive correspondence due to
their role and responsibilities.

4. Procedures

1. Receiving Sensitive Correspondence
o Allincoming correspondence marked as confidential must be directed to designated personnel only.
o Upon receipt, entries must be logged in a secure correspondence register (physical or electronic).
2. Handling Protocols
o Handle documents only in secure, access-controlled environments.
o Do not leave sensitive documents unattended or visible in public or shared workspaces.
3. Secure Storage Procedures
o Store physical documents in locked cabinets within restricted access areas.
o Store electronic correspondence in encrypted folders on secure servers or devices.
o Implement regular backups of digital correspondence with proper encryption.
4. Access Control Measures
o Limit access to sensitive correspondence to authorized personnel only.
o Regularly review and update access permissions based on personnel changes.
5. Encryption Standards
o Use industry-standard encryption (e.g., AES-256) for stored and transmitted electronic correspondence.
o Apply password protection and multifactor authentication where applicable.
6. Guidelines for Disposal
o Shred physical documents using cross-cut shredders before disposal.
o Permanently delete electronic correspondence using secure deletion tools.
o Maintain records of disposal for audit purposes.

5. Roles and Responsibilities

¢ All personnel: Adhere to this SOP when handling sensitive correspondence.

¢ Supervisors/Managers: Ensure team compliance, provide relevant training, and address security breaches
promptly.

¢ [T Department: Maintain security infrastructure, conduct regular audits, and enforce encryption standards.

6. Compliance and Audit

¢ Annual reviews and audits shall be conducted to verify adherence to this SOP.
¢ Non-compliance or breaches must be reported immediately to line management and the data protection officer.



7. References

¢ Organizational Data Privacy Policy
¢ Relevant national or regional data protection laws and regulations

8. Revision History
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