[COMPANY NAME] Data and Security Policy
Effective Date: [DATE]

1. Purpose
The purpose of this Data and Security Policy is to establish guidelines and procedures for
the protection, handling, and management of sensitive data belonging to [COMPANY
NAME]. This policy aims to safeguard the confidentiality, integrity, and availability of
company data and ensure compliance with relevant laws and regulations.

2. Scope
This policy applies to all employees, contractors, and third-party vendors who have
access to [COMPANY NAME] data, whether stored electronically or in hard copy
format. It encompasses all data collected, processed, transmitted, or stored by the
company, regardless of the medium or location.

3. Data Classification
Data shall be classified based on its sensitivity and criticality to the organization. The
following classification levels are defined:
e Public: Information intended for public disclosure and does not require protection.
e Internal: Data intended for internal use only and may contain sensitive business
information.
e Confidential: Highly sensitive information that requires strict access controls and
protection measures.
e Restricted: Data subject to legal or regulatory requirements, such as personally
identifiable information (PII) or financial data.

4. Data Handling and Protection
4.1 Access Control

e Access to company data shall be granted on a need-to-know basis, with
permissions assigned according to job roles and responsibilities.

e Strong authentication mechanisms such as passwords, multi-factor
authentication (MFA), and biometric controls shall be implemented to
restrict unauthorized access.

e User access shall be regularly reviewed and revoked promptly upon
termination of employment or contract.

4.2 Data Encryption
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e All sensitive data transmitted over public networks or stored on portable
devices shall be encrypted using industry-standard encryption algorithms.

e Encryption keys shall be securely managed and stored separately from the
encrypted data.

4.3 Data Storage and Retention

e Data shall be stored in secure, centralized repositories with appropriate
access controls and backup mechanisms.

e Retention periods for different types of data shall be defined based on
legal, regulatory, and business requirements, and data shall be disposed of
securely after the retention period expires.

4.4 Data Transmission

e Secure protocols such as HTTPS, SFTP, or VPNs shall be used for
transmitting sensitive data over public networks.

e Data integrity checks shall be performed to ensure data has not been
tampered with during transmission.

5. Security Incident Response

An incident response plan shall be established to detect, assess, and respond to
security incidents promptly.

Employees shall be trained on reporting security incidents and their roles and
responsibilities during incident response.

Security incidents shall be documented, investigated, and remediated to prevent
recurrence.

6. Compliance

Compliance with relevant laws, regulations, and industry standards pertaining to
data protection and security shall be ensured.

Regular audits and assessments shall be conducted to evaluate compliance with
this policy and identify areas for improvement.

7. Training and Awareness

Employees shall receive training on data security best practices, their
responsibilities, and the consequences of non-compliance.
Regular awareness campaigns shall be conducted to reinforce security awareness
and promote a culture of security within the organization.

8. Policy Review and Updates
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e This policy shall be reviewed periodically to ensure its effectiveness and
relevance to the evolving threat landscape and business needs.

e Updates to the policy shall be communicated to all relevant stakeholders and
documented accordingly.

9. Enforcement
e Violations of this policy may result in disciplinary action, up to and including
termination of employment or contract, and legal consequences if warranted.

By adhering to this Data and Security Policy, employees and stakeholders contribute to
maintaining the confidentiality, integrity, and availability of [COMPANY NAME] data and
uphold the trust placed in the organization by its customers, partners, and regulators.

Printed Name

Signature

Date
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