
SOP: Use of Instant Messaging and Collaboration
Tools Policies
This SOP defines the use of instant messaging and collaboration tools policies to ensure effective, secure, and
appropriate communication within the organization. It covers acceptable usage guidelines, data privacy and security
measures, proper conduct and etiquette, monitoring and compliance, and procedures for managing and responding to
incidents related to messaging platforms. The goal is to promote efficient collaboration while protecting sensitive
information and maintaining professional communication standards.

1. Purpose
To establish standards and guidelines for the effective, secure, and responsible use of instant messaging (IM) and
collaboration tools within the organization.

2. Scope
This SOP applies to all employees, contractors, and third-party users who access and utilize the organization's instant
messaging and collaboration tools, such as Microsoft Teams, Slack, WhatsApp, Zoom Chat, Google Workspace, etc.

3. Acceptable Usage
Use IM and collaboration tools for work-related communication and collaboration only.
Do not use these tools for personal, unlawful, or unethical activities.
Limit sharing of sensitive or confidential information to authorized groups or individuals only.
Refrain from using IM and collaboration tools to transmit or store personal identifiable information (PII), payment
information, or other sensitive organizational data unless encrypted and authorized by IT.

4. Data Privacy and Security
All communications over IM and collaboration platforms are subject to monitoring and are the property of the
organization.
Do not share passwords, confidential links, or access credentials over messaging platforms.
Enable multi-factor authentication (MFA) where available.
Report any suspected data breach or security incident to the IT Helpdesk immediately.

5. Conduct and Etiquette
Maintain a professional tone in all messages and communications.
Be respectful and courteous to colleagues and external partners.
Avoid offensive, discriminatory, or inappropriate language or content.
Use group channels appropriately and avoid unnecessary notifications.
Respect the privacy settings and availability indicators of team members.

6. Monitoring and Compliance
The IT department may monitor usage to ensure compliance with this policy.
Non-compliance may result in disciplinary action, up to and including termination.
Regular audits will be conducted to review adherence and identify risks.

7. Incident Management
Report security incidents, suspicious messages, or violations immediately to IT Security.
Follow organization procedures for responding to data breaches or cyber threats involving messaging tools.
Cooperate with investigations and preserve relevant evidence as instructed.

8. Review and Revision
This SOP will be reviewed annually and updated as necessary to address emerging technologies and threats.



Employees will be notified of significant changes or additional training requirements.

9. Document Control

Version Date Author Summary of Changes

1.0 2024-06-05 IT Department Initial SOP creation
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