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1. Scope

All Organisation Name's records, whether analogue or digi ject to the

retention requirements of this procedure.
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information classification (Information Classification Procedure), the data of storage, the
required retention period, the planned date of destruction, and any special information
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3.4 For all storage media (electronic and hard copy records), Organisation Name retains
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the means to access that data.
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3.6 The procedure for a
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The Data Protection GDPR Owner is the owner of this document and is
responsible for keepi up to date.

The current version of this document is available to
"Specify which members of staff this document is intended for"

and is published

"Describe the location(s) — electronic and physical — where this document is available"

Its approval status can be viewed in Master List of Document Approval.




