SOP Template: Confidential Document Handling and
Shredding

This SOP defines procedures for confidential document handling and shredding to ensure sensitive information is
protected from unauthorized access. It covers secure collection, storage, transportation, and destruction of confidential
documents, compliance with privacy regulations, proper use of shredding equipment, and employee responsibilities for
maintaining document confidentiality. The goal is to prevent data breaches, safeguard personal and organizational
information, and uphold information security standards.

1. Purpose

To outline procedures for handling, storing, transporting, and shredding confidential documents, ensuring compliance with
privacy regulations and information security standards.

2. Scope

This SOP applies to all employees, contractors, and third parties who generate, handle, or dispose of confidential
documents within the organization.

3. Definitions

Term Definition
Confidential Any physical or digital document containing sensitive organizational or personal information
Document requiring limited access.
Shredding The process of physically destroying paper documents into unreadable fragments.
Secure Bin Lockable container used for temporary storage of confidential documents awaiting destruction.

4. Responsibilities

¢ All Employees: Identify and deposit confidential documents in designated secure bins. Ensure no confidential
materials are disposed in regular waste.

¢ Information Security Officer: Oversee compliance, provide training, and conduct audits.

¢ Facilities/Records Management: Manage secure bins, transport documents to shredding sites, operate
shredding equipment.

5. Procedure

1. Collection
o Place all confidential documents in designated secure bins immediately after use.
o Do not leave confidential documents unattended on desks or common areas.
2. Storage
o Ensure secure bins are kept locked at all times except when depositing documents.
o Access to storage areas must be restricted to authorized personnel.
3. Transportation
o Transport confidential documents in secure, locked containers directly to the shredding location.
o Keep transport logs where required.
4. Shredding/Destruction
o Use approved shredding equipment ensuring documents are unrecoverable post-destruction.
o Empty shredding machine waste into secure recycling if appropriate.
o Document destruction via a destruction log (date, time, responsible person, volume shredded).
5. Compliance and Audit
o Regularly review procedures for compliance with applicable privacy regulations.
o Conduct audits and provide employee training on confidentiality and disposal procedures annually.

6. Equipment



e Approved cross-cut or micro-cut shredders
e Secure lockable collection bins
¢ Transport containers (if documents must be moved between locations)

7. Records & Documentation

e Destruction/log sheets to record details of shredded material.
¢ Training and audit records retained for a minimum of three years.

8. Related Documents

e Data Privacy Policy
¢ Information Security Policy
¢ Employee Confidentiality Agreements

9. Revision History

Version Date Description Author

1.0 2024-06-22 Initial SOP creation [Your Name]
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