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Purpose

This SOP details the confidential document disposal and destruction process, covering secure collection, handling,
and destruction methods to prevent unauthorized access to sensitive information. It provides guidelines for identifying
confidential materials, approved shredding and disposal techniques, employee responsibilities, compliance with legal
and regulatory requirements, and documentation of destruction activities to ensure data protection and confidentiality
throughout the lifecycle of sensitive documents.

Scope

This SOP applies to all employees, contractors, and third-party service providers involved in the handling, disposal, or
destruction of confidential documents within [Organization Name].

Definitions

Confidential Document: Any record in print or electronic form that contains sensitive, personal, financial, or
proprietary information.
Destruction: The process of making information irretrievable by physical or electronic means.
Secure Destruction Bin: Locked receptacles designated for the collection of confidential documents awaiting
destruction.

Responsibilities

All employees are responsible for identifying and segregating confidential documents for secure disposal.
Managers and supervisors must ensure compliance with this SOP within their departments.
Facilities or Records Management is responsible for coordinating collection and arranging for destruction.
Authorized vendors must comply with contractual and legal requirements regarding destruction and disposal.

Procedure

1. Identification of Confidential Documents

Refer to the Information Classification Policy for confidential materials.
Include documents containing: personal data, financial records, proprietary business information,
contracts, etc.

2. Collection and Secure Storage

Place confidential documents awaiting destruction into designated secure destruction bins.
Ensure bins remain locked at all times and are accessible only to authorized personnel.

3. Destruction Methods

Use cross-cut shredders or professional shredding services meeting [applicable standards, e.g., DIN
66399 Level P-3 or above].
For electronic media, use degaussing, overwriting, or physical destruction (e.g., crushing, incineration).
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4. Transport to Destruction Site

Transport materials in locked containers directly to the on-site or off-site destruction facility.
Ensure transfer custody records are completed if using third-party services.

5. Destruction Documentation

Log all destruction activities in the Destruction Log (see table below).
Obtain destruction certificates from service providers and retain for [insert retention period].

Destruction Log

Date Department
Description
of
Documents

Method Performed By Certificate/Reference
No.

[DD/MM/YYYY] [Department] [Short
Description] [Shredding/Incineration/etc.] [Name/Provider] [Certificate/Ref#]

Compliance and Review

Comply with relevant data protection laws and industry regulations (e.g., GDPR, HIPAA).
Periodically review and audit disposal procedures for effectiveness and compliance.
Any suspected breaches or incidents must be reported according to the Information Security Incident Response
procedure.

Training

All employees must undergo annual training on information security, including proper document disposal
protocols.
Additional targeted training shall be provided as necessary.

References

[Relevant Law/Regulation 1]
[Internal Information Classification & Retention Policy]
[Approved Vendor List]

Revision History

Date Version Description of Change Author

[DD/MM/YYYY] [v1.0] Initial release [Name]
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