
SOP Template: Confidentiality and Security Guidelines
for Cash Areas
This SOP provides comprehensive confidentiality and security guidelines for cash areas, focusing on protecting
sensitive financial information and preventing unauthorized access. It includes protocols for controlled access, secure
handling and storage of cash, employee responsibilities, surveillance systems, and incident reporting procedures. The
objective is to maintain a secure environment that safeguards cash assets and ensures compliance with organizational
security standards.

1. Purpose
To define the security and confidentiality protocols governing cash areas to prevent loss, theft, and unauthorized
disclosure of sensitive information.

2. Scope
This SOP applies to all employees, contractors, and authorized visitors accessing or working in designated cash handling
areas.

3. Definitions

Term Definition

Cash Area Any location where cash is counted, handled, stored or processed.

Sensitive Financial
Information

Any information relating to cash transactions, cash balances, access codes, or other
confidential data.

Unauthorized Access Entry or access to cash areas by individuals not granted permission according to this
SOP.

4. Responsibilities
Cash Handlers: Comply with all security measures and confidentiality requirements.
Supervisors/Managers: Ensure procedures are followed and address any breaches immediately.
Security Personnel: Monitor physical and electronic surveillance systems.
All Employees: Report suspicious activity or incidents as outlined below.

5. Procedures
5.1 Controlled Access

Limit entry to authorized personnel only using electronic key cards, access codes, or sign-in logs.
Display identification badges at all times within cash areas.
Escort all visitors and record their entry and exit times.

5.2 Secure Handling and Storage of Cash

Count and process cash in designated secure areas away from public view.
Store cash in secure safes or vaults when not in use; restrict safe combinations to authorized staff.
Document and reconcile all cash movements with dual controls (two-person verification).

5.3 Employee Conduct and Confidentiality

Do not discuss cash amounts, storage locations, or access codes with unauthorized persons.
Prohibit the use of personal electronic devices (phones, cameras) within cash areas unless approved for job-
related tasks.
Maintain confidentiality of all sensitive information encountered during job duties.

5.4 Surveillance Systems



Utilize CCTV cameras in all cash handling and storage areas; regularly review recordings as per company policy.
Promptly report and correct any surveillance equipment malfunctions.

5.5 Incident Reporting

Immediately report lost keys/access cards, suspected theft, or breaches of security to the supervisor or security
office.
Complete an Incident Report Form and cooperate with investigations.

6. Compliance
Non-compliance with these guidelines may result in disciplinary action, up to and including termination of employment or
legal action as per organizational policy.

7. Review and Revision
This SOP is to be reviewed annually or upon significant changes in operations or security systems.

8. References
Company Security Policy
Local laws and regulations on cash handling
Incident Reporting Procedures
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