
SOP: Access Control and Authorization Protocols
This SOP details access control and authorization protocols, encompassing user identification processes, role-
based access permissions, authentication methods, monitoring and logging access activities, managing access rights
and credentials, periodic review of access levels, and enforcement of security policies to protect sensitive data and
systems from unauthorized access and potential breaches.

1. Purpose
To define standard procedures for access control and authorization to ensure the security and integrity of
organizational data and IT systems.

2. Scope
This policy applies to all employees, contractors, vendors, and third-party users with access to the organization's
information systems and data.

3. Responsibilities

Role Responsibility

IT Administrator Implements and maintains access control mechanisms.

Department Managers Requests and reviews access permissions for staff.

Users Abide by access policies and report irregularities.

Security Team Monitors and audits access logs; investigates suspicious activities.

4. Procedures
4.1 User Identification

Assign unique user IDs to every individual accessing systems.
Verify user identity before granting access.

4.2 Role-Based Access Permissions

Define user roles aligned with job functions.
Grant minimum required access privileges (Principle of Least Privilege).
Document and approve access request and changes.

4.3 Authentication Methods

Require strong password policies (length, complexity, expiry).
Enable multi-factor authentication (MFA) for privileged access.

4.4 Monitoring and Logging

Log all access to sensitive systems and data.
Regularly review and analyze access logs for unauthorized patterns.

4.5 Managing Access Rights and Credentials

Conduct access reviews quarterly.
Promptly revoke access for terminated or transferred users.
Update or reset credentials when necessary.

4.6 Periodic Review



Review user roles and access levels at least annually.
Document adjustments and approvals of access changes.

4.7 Enforcement

Educate users on access control policies.
Report violations to the Security Team for immediate investigation.
Apply disciplinary measures for policy violations as per HR guidelines.

5. Documentation & Records
Maintain records of all access requests, approvals, and revocations.
Store audit logs securely for at least 1 year.

6. References
ISO/IEC 27001:2013 â€“ Information Security Management
NIST SP 800-53 â€“ Security and Privacy Controls for Information Systems

7. Revision History

Date Version Description Author

2024-06-11 1.0 Initial template created [Insert Author Name]
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