
Standard Operating Procedure (SOP): Project
Archiving and Data Confidentiality Measures
This SOP details the procedures for project archiving and data confidentiality measures, encompassing secure data
storage, systematic project documentation, access control protocols, data encryption standards, retention and disposal
timelines, and compliance with relevant data protection regulations. The objective is to safeguard sensitive project
information, ensure long-term data accessibility, and maintain confidentiality throughout the project lifecycle.

1. Scope
This SOP applies to all personnel involved in project management, data handling, and archiving across all departments of
the organization. It covers both digital and physical data.

2. Responsibilities

Role Responsibility

Project Manager Ensure adherence to archiving and confidentiality protocols.

IT Department Maintain secure storage systems and manage access controls.

Data Custodian Oversee proper documentation, retention, and data disposal.

All Employees Comply with confidentiality and data handling requirements.

3. Procedures
1. Secure Data Storage:

Store all project data on organization-approved, access-controlled servers or encrypted cloud platforms.
Physical documents must be kept in locked cabinets within restricted-access offices.

2. Systematic Project Documentation:
Maintain comprehensive project records, including raw data, reports, approvals, and correspondence.
Use standardized file naming conventions and index all records for easy retrieval.

3. Access Control Protocols:
Grant data access based on role and necessity (â€œleast privilegeâ€​ principle).
Use password protection, Multi-Factor Authentication (MFA), and regular access audits.
Maintain an access log for auditing purposes.

4. Data Encryption Standards:
Encrypt sensitive files at rest and in transit using industry-standard protocols (e.g., AES-256, TLS
1.2/1.3).
Ensure encryption keys are securely generated, distributed, and stored.

5. Retention and Disposal Timelines:
Archive project data for the period defined by company policy and regulatory requirements (e.g., 5 years
post-project completion).
At the end of the retention period, securely dispose of data by permanent deletion (digital) or
shredding/incineration (physical).

6. Compliance:
Ensure all data archiving, storage, and disposal complies with applicable laws (e.g., GDPR, HIPAA,
local data protection acts).
Regularly review and update SOPs in response to regulatory changes.

4. Monitoring & Audit
Conduct annual reviews of data storage, access, and disposal processes.
Document any incidents of data breach or unauthorized access, and implement corrective actions promptly.
Audit logs should be reviewed periodically for anomalous activity.

5. Training



All personnel must undergo data confidentiality and archiving procedures training upon hiring and annually
thereafter.
Supplementary training to be provided following major policy or regulatory updates.

6. References
General Data Protection Regulation (GDPR)
Health Insurance Portability and Accountability Act (HIPAA)
Company Data Protection Policy
IT Security Manual

7. Revision History

Version Date Description Author

1.0 2024-06-01 Initial release. SOP Team
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