Data Protection Policy

Effective date: [Insert Date]

1. Introduction

This Data Protection Policy outlines the principles and procedures [Organization Name] follows to protect personal
data collected, stored, and processed in accordance with applicable data protection laws and regulations.

2. Scope

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

3. Data Collection

e Types of personal data collected
e Purpose of data collection
e Methods of data collection

4. Data Use

e Lawful basis for processing
e How personal data is used within the organization

5. Data Storage and Security

e Data storage location(s)
e Security measures in place to protect data

6. Data Sharing and Disclosure

e Conditions under which data may be shared
e Third-party data processors

7. Data Retention

e Retention periods for different categories of data
e Procedures for data deletion/disposal

8. Data Subject Rights

e Rightto access
¢ Right to rectification



e Rightto erasure
e Right to object/restrict processing
e Right to data portability

9. Breach Notification

e Procedures in the event of a data breach
¢ Notification requirements

10. Policy Review

This policy will be reviewed and updated regularly to ensure compliance with data protection laws and reflect best
practices.

11. Contact Information

For questions about this policy or your personal data, please contact:
[Data Protection Officer or Contact Person]
[Contact Email/Phone]
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