SOP Template: Data Storage, Access, and
Confidentiality Protocols

This SOP establishes data storage, access, and confidentiality protocols to ensure the secure handling, protection, and
authorized usage of sensitive information. It covers guidelines for data classification, secure storage methods, controlled
access rights, user authentication processes, data encryption standards, employee confidentiality obligations, and incident
reporting procedures. The objective is to maintain data integrity, prevent unauthorized disclosure, and comply with legal and
organizational privacy requirements.

1. Purpose

To outline standard procedures for secure data storage, controlled access, and maintaining confidentiality of sensitive
organizational data.

2. Scope

This SOP applies to all employees, contractors, and third parties who handle organizational data.

3. Responsibilities
¢ Data Owners: Assign data classification and approve access.

¢ IT Department: Implement technical controls and monitor compliance.
o All Staff: Adhere to confidentiality and data handling requirements.

4. Data Classification

Classification Description Examples
. Highly sensitive, unauthorized disclosure may cause Personal data, financial records, intellectual
Confidential .
serious damage. property.
Internal Use Restricted to internal staff, moderate impact if disclosed. | Internal memos, project plans.
Public Information approved for public release. Press releases, marketing materials.

5. Secure Data Storage
e Store confidential and internal data in secured, access-controlled environments (e.g., encrypted drives, secure cloud
storage).

¢ Restrict physical and logical access to servers, files, and devices.
¢ Regularly back up data and protect backup storage with equivalent security measures.

6. Access Control

e Access to sensitive data is granted strictly on a need-to-know basis and approved by the data owner.
e Review user permissions quarterly; promptly revoke access upon role change or termination.

7. User Authentication

¢ Enforce multi-factor authentication for accessing confidential systems and data.
¢ Use strong passwords and change them regularly.

8. Data Encryption Standards

e Encrypt all confidential data at rest and in transit using approved cryptographic protocols (e.g., AES-256, TLS 1.2+).
¢ Maintain encryption keys securely and restrict key management privileges.

9. Employee Confidentiality Obligations

¢ Sign confidentiality agreements prior to accessing sensitive data.



¢ Refrain from sharing confidential information with unauthorized individuals or using it for unauthorized purposes.

10. Incident Reporting Procedures
1. Immediately report suspected or actual data breaches to [T/security team.

2. Document the nature, scope, and impact of the incident.
3. Cooperate with investigations and remedial actions.

11. Compliance

Ensure adherence to applicable data protection regulations (e.g., GDPR, HIPAA) and organizational privacy policies. Non-
compliance may result in disciplinary action.

12. Review and Updates

This SOP shall be reviewed and updated annually or as needed in response to regulatory or organizational changes.
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