SOP Template: Digital Resource Management and
Access Control

This SOP provides comprehensive guidelines for digital resource management and access control, including user
authentication protocols, role-based access permissions, data security measures, monitoring and auditing activities,
incident response procedures, and regular review of access rights. The objective is to safeguard digital assets, ensure
authorized usage, and maintain data integrity within the organization's IT environment.

1. Purpose

This SOP establishes structured procedures for managing digital resources and controlling access to ensure security,
compliance, and appropriate use of IT assets.

2. Scope

Applies to all employees, contractors, and third-party users who require access to organizational digital resources,
including but not limited to servers, databases, cloud platforms, software applications, and network devices.

3. Definitions

Term Definition

Digital Resource Any asset in electronic form, such as files, databases, applications, or network infrastructure.

Access Control Mechanisms to regulate who can view or use resources within the [T environment.
Authentication Verification process to ensure that users are who they claim to be.
RBAC Role-Based Access Control, a system of assigning permissions based on user roles.

Incident Response  Actions taken to address and manage the aftermath of a security breach or compromise.

4. Procedures

4.1 User Authentication

e All users must authenticate using organization-approved methods (e.g., passwords, multi-factor authentication).
e User credentials are unique, confidential, and not shared.
e Passwords must comply with the organization's Password Policy.

4.2 Role-Based Access Permissions
¢ Implement RBAC to assign resource access based on job responsibilities.

e Access permissions are regularly reviewed and updated or revoked upon changes in employment status.
e | east privilege principle must be observed.

4.3 Data Security Measures

e All digital resources must be protected using appropriate security controls (e.g., encryption, firewalls, anti-
malware).

e Regular backups of critical data must be conducted and verified.

e Sensitive data is to be stored and transmitted securely at all times.

4.4 Monitoring and Auditing
e Enable logging for access to sensitive resources and privileged accounts.
e Perform periodic audits to detect unauthorized or suspicious activities.

e |ogs are retained for a period defined by the organization's data retention policy.

4.5 Incident Response Procedures



e Report incidents immediately to the IT Security Team via established channels.
e Document the incident, actions, and resolution steps.
e Conduct a post-incident review and implement necessary corrective measures.

4.6 Regular Review of Access Rights
e Conduct quarterly access reviews to verify appropriateness of user permissions.

e Remove or adjust access for users who have changed roles or left the organization.
e Maintain records of all changes to access rights.

5. Roles and Responsibilities

Role Responsibility
IT Security Team  Enforce SOP, conduct audits, manage incident response, and review access permissions.
Managers Request and justify access for direct reports; support regular access reviews.

End Users Abide by authentication and access policies; promptly report incidents.

6. References

[T Security Policy

Password Policy

Data Retention Policy

Incident Response Plan

Regulatory and Compliance Requirements

7. Revision History

Date Version Description Author

2024-06-15 1.0 Initial draft [Your Name]
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