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[bookmark: _Toc235448911]1. Purpose & Scope
This Privacy and Data Protection Policy establishes the standards, procedures, and controls governing [Company Name]'s collection, use, storage, sharing, and disposal of personal data. The policy ensures compliance with applicable privacy laws including the General Data Protection Regulation (GDPR), California Consumer Privacy Act (CCPA/CPRA), and the expanding landscape of US state privacy laws.
This policy applies to all personal data processed by [Company Name] and its subsidiaries, regardless of format (electronic or paper) or source (customers, employees, vendors, website visitors, job applicants).
[bookmark: _Toc235448912]1.1 Objectives
•  Protect the privacy rights of all individuals whose personal data [Company Name] processes
•  Comply with all applicable privacy laws and regulations across operating jurisdictions
•  Implement privacy by design and default in all business processes and systems
•  Establish clear procedures for responding to data subject requests
•  Minimize the collection and retention of personal data to what is necessary
•  Ensure third parties processing personal data on [Company Name]'s behalf meet equivalent privacy standards


[bookmark: _Toc235448913]2. Definitions
	Term
	Definition

	Personal Data
	Any information relating to an identified or identifiable natural person (name, email, ID number, location data, online identifier, or factors specific to identity).

	Sensitive Personal Data
	Special categories of personal data requiring enhanced protection: racial/ethnic origin, health, biometric, genetic, sexual orientation, religious beliefs, and financial account numbers.

	Data Subject
	The individual whose personal data is being processed.

	Data Controller
	The entity that determines the purposes and means of processing personal data ([Company Name] for data it controls).

	Data Processor
	An entity that processes personal data on behalf of the controller (vendors, service providers).

	Processing
	Any operation performed on personal data: collection, recording, storage, retrieval, use, disclosure, erasure, or destruction.

	Lawful Basis
	The legal ground justifying the processing of personal data (consent, contract, legal obligation, legitimate interest, vital interest, public interest).

	Data Subject Request (DSR)
	A request from an individual to exercise their privacy rights (access, deletion, correction, portability, opt-out).

	Data Protection Impact Assessment (DPIA)
	An assessment required for high-risk processing to identify and mitigate privacy risks before processing begins.

	Cross-Border Transfer
	The transfer of personal data from one country to another, subject to transfer safeguards under GDPR and other laws.




[bookmark: _Toc235448914]3. Policy Statements
[bookmark: _Toc235448915]3.1 Privacy Principles
[Company Name] shall adhere to the following privacy principles:
1.  Lawfulness: process personal data only when a valid legal basis exists
2.  Purpose limitation: collect data only for specified, explicit, and legitimate purposes
3.  Data minimization: collect only the personal data necessary for the stated purpose
4.  Accuracy: keep personal data accurate and up to date
5.  Storage limitation: retain personal data only as long as necessary for the purpose
6.  Integrity and confidentiality: protect personal data through appropriate security measures
7.  Accountability: demonstrate compliance through documentation and controls
[bookmark: _Toc235448916]3.2 Lawful Basis for Processing
[Company Name] shall document the lawful basis for each category of personal data processing:
	Processing Activity
	Lawful Basis

	Customer contract fulfillment
	Performance of a contract

	Employee payroll and benefits
	Performance of employment contract + legal obligation

	Marketing communications (opt-in)
	Consent

	Website analytics
	Legitimate interest (with opt-out)

	Tax and regulatory reporting
	Legal obligation

	Pre-employment background checks
	Consent + legitimate interest

	Fraud prevention and security
	Legitimate interest

	Health and safety records
	Legal obligation + vital interests


[bookmark: _Toc235448917]3.3 Data Subject Rights
[Company Name] shall honor the following data subject rights where applicable under governing law: right of access (know what data we hold), right to rectification (correct inaccurate data), right to erasure (delete data, subject to retention obligations), right to restrict processing, right to data portability (receive data in a machine-readable format), right to object (to processing based on legitimate interest), and right to opt out of the sale or sharing of personal data (CCPA/CPRA).
[bookmark: _Toc235448918]3.4 Data Breach Notification
[Company Name] shall notify relevant authorities and affected individuals in the event of a data breach involving personal data: GDPR: notify supervisory authority within 72 hours; notify individuals if high risk to their rights, CCPA/CPRA: notify affected California residents without unreasonable delay, state breach notification laws: comply with each state's specific requirements (varying definitions and timelines), and contractual obligations: notify business partners per data processing agreement terms.

[bookmark: _Toc235448919]4. Roles & Responsibilities
	Role
	Responsibilities

	Data Protection Officer (DPO)
	Oversees privacy compliance. Advises on DPIAs. Serves as the contact for supervisory authorities and data subjects. (Required under GDPR for certain organizations.)

	CFO
	Sponsors privacy program funding. Reviews privacy impact on financial operations.

	Legal / GC
	Manages privacy regulatory compliance. Reviews processing activities. Negotiates DPAs with vendors.

	CISO
	Implements technical privacy controls (encryption, access management, DLP). Manages data breach response.

	HR
	Manages employee privacy rights. Implements privacy in HR processes. Handles employee data subject requests.

	Marketing
	Manages consent for marketing communications. Implements cookie consent mechanisms. Handles customer opt-out requests.

	IT
	Implements privacy-by-design in system development. Manages data retention automation. Supports DSR fulfillment.

	Procurement
	Ensures vendor DPAs are executed. Evaluates vendor privacy practices during due diligence.

	All Employees
	Handle personal data per this policy. Report privacy concerns. Complete privacy training.




[bookmark: _Toc235448920]5. Detailed Procedures
[bookmark: _Toc235448921]5.1 Record of Processing Activities (ROPA)
The DPO shall maintain a ROPA documenting: each category of processing activity, the purpose and lawful basis, categories of data subjects and personal data, recipients of the data (including international transfers), retention periods, and security measures. The ROPA shall be updated whenever processing activities change and reviewed at least annually.
[bookmark: _Toc235448922]5.2 Data Subject Request Handling
1.  DSR received through [designated channel: privacy@company.com, web form, phone]
2.  Identity of the requestor verified within [3] business days
3.  Request evaluated: type of right, applicable law, and scope
4.  Data located across all systems where the individual's data may exist
5.  Response prepared: data provided, deletion confirmed, or explanation if the request is denied
6.  Response delivered within the legal timeframe: GDPR [30] days, CCPA [45] days
7.  Request logged in the DSR tracking system with complete audit trail
[bookmark: _Toc235448923]5.3 Data Protection Impact Assessment
A DPIA shall be conducted before any processing that is likely to result in a high risk to individuals:
•  Large-scale processing of sensitive personal data
•  Systematic monitoring of individuals (CCTV, employee monitoring, behavioral tracking)
•  Automated decision-making with legal or significant effects
•  New technology deployments processing personal data
•  Cross-border transfers to countries without adequacy decisions
The DPIA shall describe: the processing, necessity and proportionality assessment, risks to individuals, and measures to mitigate those risks. DPIAs shall be reviewed by the DPO and approved by the CFO before processing begins.
[bookmark: _Toc235448924]5.4 Vendor Data Processing
Before sharing personal data with any vendor (data processor), [Company Name] shall: execute a Data Processing Agreement (DPA) meeting GDPR Article 28 requirements, verify the vendor's security practices (SOC 2 report, security questionnaire), confirm data will not be used for purposes beyond the contracted services, establish breach notification obligations (within [24-48] hours), and restrict sub-processor engagement without prior written consent.
[bookmark: _Toc235448925]5.5 Cross-Border Data Transfers
Personal data transferred outside the originating jurisdiction shall be protected through: Standard Contractual Clauses (SCCs) approved by the European Commission, Transfer Impact Assessments (TIAs) evaluating the data protection laws of the receiving country, binding corporate rules (for intra-group transfers, if adopted), or other approved transfer mechanisms. The DPO shall maintain a register of all cross-border data flows.
[bookmark: _Toc235448926]5.6 Privacy Training
All employees shall complete privacy awareness training within [30] days of hire and annually thereafter. Role-specific training shall be provided for: HR (employee data handling), Marketing (consent management, cookies), IT (privacy by design, breach response), Finance (financial data privacy, PCI compliance), and Legal/Compliance (regulatory updates, DSR handling).


[bookmark: _Toc235448927]6. Approval Authorities & Thresholds
	Privacy Decision
	Threshold
	Approver

	New processing activity involving personal data
	All
	DPO review + relevant department head

	DPIA approval
	All high-risk processing
	DPO + CFO

	Data Processing Agreement
	All vendor processing
	Legal + DPO

	Cross-border transfer mechanism
	All transfers
	DPO + Legal

	Data breach notification
	All reportable breaches
	DPO + Legal + CISO

	DSR denial
	All
	DPO + Legal

	Privacy policy update
	All
	DPO + Legal + CFO

	Cookie consent mechanism changes
	All
	DPO + Marketing + Legal




[bookmark: _Toc235448928]7. Exceptions & Escalation
There are no exceptions to the requirement for a lawful basis before processing personal data. Processing that begins without a documented lawful basis shall be stopped immediately and escalated to the DPO. Data breaches shall be escalated per the incident response plan, with the 72-hour GDPR notification clock starting from the moment [Company Name] becomes aware of the breach. DSRs that cannot be fulfilled within the legal timeframe require DPO notification and communication of the extension to the data subject.


[bookmark: _Toc235448929]8. Compliance Monitoring & Testing
•  ROPA review and update at least annually
•  Quarterly DSR response timeliness tracking
•  Annual privacy program maturity assessment
•  Annual vendor DPA compliance review
•  Annual privacy training completion tracking: 100%
•  Ongoing monitoring of new privacy legislation
[bookmark: _Toc235448930]8.1 Key Metrics
	Metric
	Target

	DSR response within legal timeframe
	100%

	Privacy training completion
	100%

	Vendor DPA coverage
	100% of processors

	Data breaches reported to authorities on time
	100%

	DPIA completion before high-risk processing
	100%

	Privacy complaints
	Trending downward




[bookmark: _Toc235448931]9. Related Policies & References
•  Data Governance & Financial Data Quality Policy
•  Cybersecurity (Finance) Policy
•  Record Retention & Document Management Policy
•  AI & Automation Governance Policy
•  Vendor Management Policy
•  GDPR (EU General Data Protection Regulation)
•  CCPA/CPRA (California Consumer Privacy Act)
•  State privacy laws (Virginia, Colorado, Connecticut, etc.)


[bookmark: _Toc235448932]10. Appendices
[bookmark: _Toc235448933]Appendix A — DSR Response Tracker
	Field
	Description

	Request ID
	Unique identifier

	Date received
	When the request was received

	Requestor
	Name and verification status

	Request type
	Access / deletion / correction / portability / opt-out

	Applicable law
	GDPR / CCPA / other

	Response deadline
	Calculated from receipt date

	Status
	In progress / completed / denied

	Response date
	When the response was delivered

	Notes
	Any complications or extensions


[bookmark: _Toc235448934]Appendix B — Privacy Law Applicability Matrix
The DPO maintains a matrix of all applicable privacy laws by jurisdiction with: applicability criteria, data subject rights, breach notification requirements, and filing or registration obligations.
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