Data Protection Policy

1. Introduction

This Data Protection Policy outlines how [Organization Name] ("we", "our", "us") collects, uses, stores, and
protects personal data in compliance with relevant data protection laws and regulations.

2. Purpose

The purpose of this policy is to ensure transparent and secure processing of personal data to protect the rights
and privacy of individuals.

3. Scope

This policy applies to all employees, contractors, and third parties who process personal data on behalf of
[Organization Name].

4. Data Collection

We collect personal data for the following purposes:

¢ Provision of services

e Personnel administration
Compliance with legal obligations
Other legitimate business activities

5. Types of Data Collected

Type Examples

Personal Identification Name, address, ID numbers
Contact Information Email, phone number
Employment Data Job title, work history

Other As required by our activities

6. Data Usage

Personal data is used only for the purposes for which it was collected, unless the individual has been informed
of and agreed to other uses.

7. Data Storage & Security

e Personal data is stored securely, using appropriate technical and organizational measures.

* Access to personal data is restricted to authorized personnel only.

8. Data Retention

We retain personal data only as long as necessary to fulfill the purposes for which it was collected or as
required by law.



9. Data Subject Rights

Right to access and rectify data

Right to erasure ("right to be forgotten™)
Right to restrict or object to processing
Right to data portability

10. Data Sharing

Personal data may be shared with third parties only when necessary and with appropriate safeguards in place.

11. Breach Notification

Any data breach will be reported to the relevant authorities and affected individuals in accordance with legal
requirements.

12. Policy Review

This policy will be reviewed regularly and updated as required to ensure compliance with data protection laws.

13. Contact Information

For inquiries regarding this policy or personal data processing, please contact:
[Data Protection Officer Name]

Email: [email address]

Phone: [phone number]
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