
SOP: Digital Resource Management and Access
Controls
This SOP defines the processes for digital resource management and access controls, including user authentication,
authorization protocols, resource allocation, data protection, and regular audits. It aims to safeguard digital assets by
ensuring only authorized personnel have access to sensitive information and digital tools, thereby maintaining data
integrity, confidentiality, and system security across the organization.

1. Purpose

To establish formal procedures for managing digital resources and controlling access in order to protect organizational
data and digital assets.

2. Scope

This SOP applies to all employees, contractors, and third parties who access digital resources owned, managed, or
maintained by the organization.

3. Definitions

Authentication: Verifying the identity of a user, device, or system.
Authorization: Granting access rights to authenticated users based on their roles.
Digital Resources: Includes software, databases, cloud storage, internal tools, and other digital assets.
Access Controls: Mechanisms to restrict and monitor access to resources.

4. Roles and Responsibilities

Role Responsibility

IT Administrator Implement and monitor access controls, maintain logs, and conduct audits.

Resource Owner Approve/revoke access requests and ensure proper resource allocation.

Employees Comply with access protocols and report security incidents.

Security Officer Review audit reports and oversee compliance.

5. Procedures

5.1 User Authentication

All users must authenticate using organization-approved methods (e.g., password, 2FA, SSO).
Passwords must meet complexity requirements and be updated periodically.

5.2 Access Authorization

Access is provisioned based on job roles and least-privilege principle.
Managers or resource owners must formally approve all new access requests.
Access rights must be reviewed at least semi-annually.



5.3 Resource Allocation

Resource owners are responsible for cataloging and maintaining an inventory of digital resources.
Access logs must be maintained for all critical resources.

5.4 Data Protection

Sensitive data must be encrypted at rest and in transit.
Regular data backups are to be performed according to backup policy.
Users must not share credentials or access tokens.

5.5 Auditing and Review

Conduct access and resource use audits quarterly.
Audit results and exceptions must be reported to the Security Officer.

6. Non-Compliance

Failure to comply with this SOP may result in disciplinary action up to and including termination of access or employment,
subject to organizational policies.

7. Review and Revision

This SOP will be reviewed annually or upon significant changes to technology, regulations, or organizational structure.

8. References

Organizational IT Policies
Data Protection Guidelines
Relevant Regulatory Standards (e.g., GDPR, HIPAA, ISO/IEC 27001)
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