
SOP Template: User Access and Security Management
This SOP defines the policies and procedures for User Access and Security Management, including user account creation,
permission allocation, authentication methods, role-based access controls, regular access reviews, password management,
and incident response protocols. The objective is to safeguard organizational data and IT resources by ensuring that access
rights are appropriately assigned, monitored, and revoked when necessary to prevent unauthorized access and maintain system
integrity.

1. Purpose

To establish standardized processes for managing user accounts and access privileges, ensuring security, compliance, and
effective protection of organizational assets.

2. Scope

This SOP applies to all users (employees, contractors, vendors, etc.) who require access to the organization's IT systems,
applications, and data resources.

3. Responsibilities

IT Administrator: Manages user accounts, access controls, and monitors system usage.
HR Department: Notifies IT of onboarding and offboarding events.
Department Managers: Approve access requests and conduct periodic reviews of user access rights.
All Users: Abide by security policies, maintain password confidentiality, and report suspicious activities.

4. Procedures

4.1 User Account Creation

User account requests are initiated via the User Access Request Form and must be authorized by the relevant
manager.
HR notifies IT of new hires for account provisioning.
IT creates user accounts and assigns roles based on job responsibilities.

4.2 Permission Allocation & Role-Based Access Control (RBAC)

Access rights are granted on a need-to-know and least-privilege basis, mapped to defined roles.
Modifications to user permissions require managerial approval and documented justification.
All changes must be logged for audit purposes.

4.3 Authentication Methods

All accounts require strong passwords in accordance with the password policy.
Where applicable, multi-factor authentication (MFA) is enforced for sensitive systems.

4.4 Password Management

Passwords must meet minimum complexity and length requirements (see Section 5).
Passwords are to be changed upon initial login and at prescribed intervals (e.g., every 90 days).
Users must not share passwords or write them down in unsecured locations.



4.5 Regular Access Reviews

Managers will review user access quarterly to verify appropriateness of permissions.
Inactive or redundant accounts are identified and revoked promptly.
Results and actions from reviews are documented.

4.6 Account Deactivation and Revocation

Upon termination (voluntary or involuntary), HR must notify IT immediately.
IT will disable user accounts and revoke access to all systems within 24 hours of notification.
Departing users must return all IT assets and credentials.

4.7 Incident Response

Report suspected account compromise or unauthorized access immediately to IT Security.
IT investigates and, if necessary, disables affected accounts and initiates forensics procedures.
Incidents are documented for compliance and process improvement.

5. Password Policy (Summary)

Minimum length: 12 characters
Must include a mix of uppercase, lowercase, numbers, and special characters
Passwords must not repeat any of the previous 5 passwords
Accounts are locked after 5 failed login attempts

6. Documentation & Audit

Maintain records of all user access requests, approvals, modifications, and revocations.
Conduct periodic audits to verify compliance with this SOP and report findings to management.

7. References

User Access Request Form
Information Security Policy
Incident Response Plan
Password Management Guidelines

8. Revision History

Version Date Description of Change Author

1.0 2024-06-10 Initial SOP Template Release IT Security Team

© 2024 Organization Name. This procedure is confidential and intended for internal use only.
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