SOP: Confidentiality and Non-Disclosure Agreement
Protocols

This SOP establishes confidentiality and non-disclosure agreement protocols to protect sensitive information
within the organization. It outlines the procedures for drafting, reviewing, and signing NDAs, defines the responsibilities
of all parties involved, and ensures compliance with legal and regulatory requirements. The goal is to safeguard
proprietary data, maintain trust, and prevent unauthorized disclosure of confidential materials.

1. Purpose

To define standard procedures for the management of confidentiality and non-disclosure agreements (NDAs), ensuring
secure handling of sensitive information.

2. Scope

This SOP applies to all employees, contractors, consultants, and third parties who may access or handle confidential
information owned or processed by the organization.

3. Definitions

¢ Confidential Information: Any non-public data, documents, trade secrets, or information that, if disclosed,
could harm the organization or its partners.
¢ NDA (Non-Disclosure Agreement): A legally binding contract that outlines confidentiality obligations.

4. Responsibilities

¢ Legal/Compliance Team: Prepares and reviews NDA templates, updates them as needed, and provides
training.

* HR/Management: Ensures all relevant personnel are aware of and sign applicable NDAs.

¢ All Employees & Parties: Adhere to NDA terms, safeguard confidential information, and report any
breaches.

5. Procedures

1. Drafting NDAs:
o Use organization-approved NDA templates provided by the Legal/Compliance Team.
o Customize NDA for specific relationships or projects as required.
2. Review Process:
o AllNDAs must be reviewed and approved by the Legal/Compliance Team prior to issuing.
3. Execution:
o Obtain signatures from all relevant parties before any exchange of confidential information.
o Maintain a signed copy of each NDA in the designated document repository.
4. Training & Awareness:
o Conduct periodic training for employees on confidentiality protocols and their NDA obligations.
5. Monitoring & Compliance:
o Regularly audit NDA records and ensure compliance with terms.
o Report, document, and investigate any suspected or confirmed breaches promptly.
6. Termination of Agreements:
o Upon separation or project completion, remind parties of ongoing obligations and retrieve
confidential materials if appropriate.

6. Recordkeeping

e Store all executed NDAs securely, either digitally in a protected folder or physically in a locked file cabinet,
accessible only by authorized personnel.
¢ Retention period: Maintain records for the duration specified in the NDA or organizational policies.



7. Breach Management

¢ Any actual or suspected breach must be reported immediately to the Legal/Compliance Team.
¢ Initiate investigation and remedial measures as per incident response procedures.

8. References

¢ Organization's Confidentiality Policy
¢ Data Protection Regulations (e.g., GDPR, HIPAA, as applicable)
e Standard NDA templates and guidelines
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