
Standard Operating Procedure (SOP)
Access Control and User Permissions Specification
This SOP details the procedures for access control and user permissions specification, covering user
authentication processes, role-based access assignments, permission management protocols, monitoring and
auditing of access activities, and periodic review and updates of access rights. The aim is to ensure secure and
controlled access to systems and data, preventing unauthorized use and maintaining organizational security standards.

1. Purpose

To define standardized procedures for specifying, granting, reviewing, and revoking access and permissions to
organizational systems and data, thereby minimizing security risks and ensuring compliance with security policies.

2. Scope

This SOP applies to all personnel, contractors, and third parties requiring access to organizational systems,
applications, and data resources.

3. Responsibilities

Role Responsibility

System Administrator Provision and revoke access rights; maintain access logs; perform regular reviews.

Department Managers Request and justify access for team members; validate access during reviews.

Users Use granted access responsibly; report suspicious activity or access issues.

IT Security Officer Monitor compliance; oversee audits; update SOP as required.

4. Procedure

4.1 User Authentication

All users must have a unique user ID.
Strong password policies must be enforced (e.g., minimum length, complexity, periodic changes).
Multi-factor authentication (MFA) must be enabled where possible.

4.2 Role-Based Access Assignment

Assign permissions based on defined job roles (least privilege principle).
Document role definitions and associated access rights.
Validate user roles upon hiring, transfer, or termination.

4.3 Permission Management

Access requests must be submitted through an official request form or ticketing system.
All requests require approval from the user's manager and IT.
Document all granted and revoked permissions for audit purposes.

4.4 Monitoring & Auditing

Access logs must be maintained and reviewed regularly.
Unauthorized access attempts must be reported immediately to IT Security.
Periodic audits are to be conducted at least annually.

4.5 Periodic Review & Update

Conduct access rights reviews at least quarterly or upon role changes.
Revoke access immediately upon user departure or change of role.
Update permissions and role definitions as organizational requirements evolve.



5. Documentation

Maintain records of user access requests, approvals, audits, and reviews.
Retain documentation for a period defined by compliance requirements.

6. References

Information Security Policy
Compliance Standards (e.g., ISO/IEC 27001, GDPR, HIPAA)
IT Acceptable Use Policy

7. Revision History

Version Date Description Author

1.0 2024-06-15 Initial SOP release. IT Security Officer
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