Standard Operating Procedure (SOP)

Confidential Information Disposal and Destruction Processes

This SOP defines the procedures for confidential information disposal and destruction processes, ensuring
sensitive data is securely handled and irreversibly destroyed. It covers methods for identifying confidential materials,
approved destruction techniques such as shredding and electronic data wiping, compliance with legal and regulatory
requirements, employee responsibilities, and documentation of destruction activities. The goal is to protect organizational
information assets from unauthorized access, prevent data breaches, and maintain confidentiality throughout the disposal
lifecycle.

1. Purpose

To outline procedures that ensure all confidential information is securely and irreversibly destroyed in accordance with
applicable laws and organizational policies.

2. Scope

This SOP applies to all employees, contractors, and third parties who handle, store, or dispose of confidential information
in physical or electronic formats.

3. Definitions

¢ Confidential Information: Any data or documents that, if disclosed, could cause harm to the organization, its
employees, clients, or stakeholders.

¢ Destruction: Processes that render information irretrievable by any means.

¢ Media: Physical or electronic storage devices, paper documents, hard drives, USB drives, CDs, etc.

4. Roles & Responsibilities

Role Responsibility
Employees Identify, segregate, and initiate disposal of confidential information as per policy.
Supervisors/Managers Monitor compliance and ensure proper destruction procedures are followed.
IT Department Perform secure deletion/wiping of electronic media, manage documentation.

Records/Compliance Officer Audit destruction procedures and maintain destruction records for compliance.

5. Procedure

1. ldentification of Confidential Information
o Review materials for sensitive data (e.g., personal data, financial records, intellectual property).
o Segregate confidential from non-confidential items.
2. Preparation for Destruction
o Transport materials securely to designated destruction area or service provider.
o For electronic media, remove from systems and inventory for destruction.
3. Approved Destruction Methods
o Paper: Cross-cut shredding, pulping, or incineration.
o Electronic Storage: Data wiping using NIST-approved tools; physical destruction (degaussing, shredding,
crushing).
o Other Media: Secure destruction as per device classification and manufacturer recommendations.
4. Documentation
o Complete destruction logs, including date, material type, method, responsible person, and witness (if
required).
o Obtain certificates of destruction from third-party vendors as applicable.
5. Compliance & Audit
o Regularly review destruction records for accuracy and compliance.
o Report unintentional disclosures or deviations from this SOP immediately.

6. Legal and Regulatory Compliance

¢ Follow applicable data protection laws (e.g., GDPR, HIPAA, etc.).
¢ Adhere to industry-specific regulations for data destruction.



e Engage only approved, vetted third-party vendors for confidential destruction.
7. Training and Awareness

¢ Allemployees must complete mandatory training on data disposal procedures.
¢ Periodic refresher training and updates will be provided.

8. Revision and Review

¢ This SOP will be reviewed annually or as required by changes in law or policy.
e Updates must be communicated promptly to all affected personnel.

9. Related Documents
¢ Information Classification Policy
¢ Data Retention Policy
¢ Incidence Response Plan

10. Approval and Version Control

SOP Owner Approved By Version

Compliance Officer Chief Information Officer 1.0

Approval Date
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