Non Disclosure Agreement
Policy

1. Introduction

This Non-Disclosure Agreement (NDA) Policy outlines the guidelines and
procedures for protecting confidential information within our organization. It is
designed to safeguard proprietary data, trade secrets, and other sensitive
information from unauthorized disclosure.

11 Purpose

The purpose of this policy is to:
e Establish clear guidelines for the use and handling of confidential information
o Protect the organization's intellectual property and competitive advantage
o Ensure compliance with legal and contractual obligations

» Maintain trust with clients, partners, and stakeholders

1.2 Scope

This policy applies to all employees, contractors, consultants, temporary workers,
and other agents of the organization who may have access to confidential
information.

2. Definitions

2.1 Confidential Information
Confidential Information includes, but is not limited to:
o Trade secrets and proprietary knowledge

o Business strategies and plans
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» Financial data and projections

o Customer and supplier lists

e Product designs and specifications
o Marketing strategies and research
e Unpublished patent applications

» Employee personal information

2.2 Non-Disclosure Agreement (NDA)

An NDA is a legal contract between at least two parties that outlines confidential
material, knowledge, or information that the parties wish to share with one another
for certain purposes, but wish to restrict access to by third parties.

3. NDA Requirements

3.1 When to Use NDAs

NDAs should be used in the following situations:

» When discussing potential business partnerships or collaborations

Before sharing sensitive information with vendors or suppliers

When hiring new employees or engaging contractors

During merger and acquisition discussions

When presenting new product ideas or inventions

3.2 Key Components of an NDA

All NDAs used by the organization must include:
» Clear definition of what constitutes confidential information
o Specific obligations of the receiving party
o Exclusions from confidential treatment

» Time period of the agreement
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o Permissible uses of the confidential information
e Consequences of breach

e Return or destruction of confidential information upon agreement termination

4. Employee Responsibilities

4.1 Signing NDAs

All employees must sign an NDA as part of their employment agreement. This NDA
will cover all confidential information encountered during their employment.

4.2 Handling Confidential Information
Employees must:

e Use confidential information only for its intended purpose

Store confidential documents securely, both physically and electronically

Not discuss confidential matters in public places

Use secure methods when transmitting confidential information electronically

Report any suspected breaches of confidentiality immediately

4.3 Third-Party NDAs

Employees must consult with the legal department before signing any third-party
NDAs or sharing confidential information with external parties.

5. NDA Process

5.1 Drafting and Review

All NDAs must be drafted or reviewed by the legal department to ensure they
adequately protect the organization's interests and comply with applicable laws.

5.2 Approval Process
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The following approval process must be followed for all NDAs:

1. Initial request submitted to the legal department

2. Legal department drafts or reviews the NDA

3. Department head approves the business need for the NDA
4. Legal department gives final approval
5

. Authorized signatory executes the NDA

5.3 Record Keeping

A central repository of all executed NDAs must be maintained by the legal
department. This repository should include:

o Signed copies of all NDAs
e Log of key information (parties involved, date signed, expiration date)

e Any amendments or terminations

6. Confidentiality Measures

6.1 Physical Security

The organization will implement the following physical security measures:
e Secure storage areas for confidential documents
e Access control systems for sensitive areas
o Clean desk policy

» Visitor management procedures

6.2 IT Security

IT security measures will include:
o Encryption of confidential data

e Secure file sharing systems
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» Regular security audits and penetration testing

e Multi-factor authentication for accessing sensitive systems

6.3 Training and Awareness
The organization will provide:
e Regular confidentiality training for all employees
e Specific training for employees handling highly sensitive information

e Periodic reminders and updates on confidentiality best practices

7. Breach of Confidentiality

7.1 Reporting Breaches

Any suspected or actual breaches of confidentiality must be reported immediately
to:

e Immediate supervisor
e Legal department

o |IT security team (for electronic breaches)

7.2 Investigation Process

Upon report of a breach:
1. The legal department will initiate an investigation
2. Relevant departments will be notified on a need-to-know basis
3. Evidence will be collected and preserved

4. Appropriate authorities will be notified if required by law

7.3 Consequences
Breaches of confidentiality may result in:

» Disciplinary action, up to and including termination

Non Disclosure Agreement Policy



o Legal action for damages

o Criminal charges in severe cases

8. NDA Termination and Renewal

8.1 Expiration

The legal department will maintain a system to track NDA expiration dates and
initiate renewal processes when necessary.

8.2 Early Termination

Procedures for early termination of NDAs, if allowed, must be clearly outlined in
the agreement and approved by the legal department.

8.3 Post-Termination Obligations

All parties must adhere to any post-termination obligations specified in the NDA,
which may include:

o Continued protection of confidential information for a specified period
e Return or destruction of confidential materials

» Certification of compliance with termination obligations

9. International Considerations

9.1 Cross-Border Data Transfer

When confidential information is shared across international borders, additional
measures must be taken to ensure compliance with relevant data protection laws
(e.g., GDPR, CCPA).

9.2 Jurisdiction and Governing Law

NDAs with international parties must clearly specify the governing law and
jurisdiction for dispute resolution.
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10. Policy Review and Updates

This NDA Policy will be reviewed annually by the legal department in consultation
with relevant stakeholders. Updates will be made as necessary to reflect changes
in legal requirements, business practices, or risk assessments.

11. Conclusion

Adherence to this NDA Policy is crucial for protecting our organization's valuable
information assets. All employees and relevant third parties are expected to
understand and comply with this policy. Failure to do so may result in disciplinary
action, legal consequences, and potential harm to our organization's competitive
position and reputation.

For any questions or clarifications regarding this policy, please contact the legal
department.

Last updated: September 16, 2024

Policy Owner: Legal Department
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