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	Asset Management Policy
Owner/ Department: ITD



	Purpose
	The purpose of this policy is to ensure that SMSA information assets and other associated assets are identified, recorded, owned, classified, protected, used, transferred, returned and disposed of in a controlled manner.
This policy helps SMSA protect information, systems, devices, media, software, cloud assets and other IT assets from loss, misuse, unauthorized access, damage, data leakage, or improper disposal.
This policy forms part of SMSA’s Information Security Management System (ISMS) and supports ISO/IEC 27001:2022, ISO/IEC 27002:2022 and ISO/IEC 27005:2022 requirements by ensuring that assets are managed based on ownership, classification, criticality, business need, legal requirement, contractual requirement and risk.

	Reference No. 
	· Annex A 5.9 – Inventory of information and other associated assets.
· Annex A 5.10 – Acceptable use of information and other associated assets.
· Annex A 5.11 – Return of assets.
· Annex A 5.12 – Classification of information.
· Annex A 5.13 – Labelling of information.
· Annex A 5.14 – Information transfer.
· Annex A 7.10 – Storage media.
· Annex A 7.14 – Secure disposal or re use of equipment.

	Scope
	This policy applies to SMSA information assets and other associated assets owned, managed, hosted, stored, processed, transmitted, or used by or on behalf of SMSA. This includes, where applicable:
· Information and data.
· Applications and systems.
· Servers, databases and storage.
· Network devices and communication equipment.
· Laptops, desktops, mobile devices and end user devices.
· Cloud services and cloud assets.
· Virtual machines and hosted environments.
· Backup systems and backup media.
· Removable media and storage media.
· Software and license records.
· Service accounts and cryptographic keys where applicable.
· Source code repositories where applicable.
· Third party hosted or managed systems.
· Paper records containing SMSA information.
· Employees, contractors and third parties using or supporting SMSA assets.

	Responsibilities
	Chief Technology Officer (CTO) is the highest level for Information Security governance and shall be responsible for evaluation, direction and oversight of Information Security compliance at SMSA. Supporting procedures and forms shall define the detailed implementation requirements where required.
National IT Manager:
· Approve this policy and any following modifications where delegated by the CTO.
· Ensure asset management requirements are implemented, maintained and reviewed.
· Ensure IT assets are recorded in the IT Asset Inventory or approved asset management system.
· Ensure asset owners and custodians are assigned where required.
· Ensure asset classification, criticality, ownership, location and review details are maintained where applicable.
· Ensure asset transfer, return, disposal and secure deletion requirements are controlled.
· Ensure major asset management weaknesses, repeated non compliance, missing critical assets, or material control weaknesses are reported to the CTO where required.
· Ensure asset related risks are assessed, treated and monitored where required.

IT Department (ITD):
· Maintain the IT Asset Inventory or approved asset management records.
· Record IT assets and update asset details when assets are added, moved, changed, transferred, returned, decommissioned, or disposed.
· Implement technical security controls to protect SMSA assets.
· Maintain asset custodian details, location, classification, criticality, backup status and supplier/contract reference where applicable.
· Support asset owners in classifying assets and defining required protection.
· Ensure unauthorized assets, unauthorized software, unauthorized cloud services, or unauthorized devices are investigated and removed or formally approved.
· Support secure transfer, return, decommissioning, disposal and secure deletion of assets.
· Maintain evidence required for audit, investigation and management review.

Business Asset Owners / System Owners:
· Ensure assets under their ownership are properly identified and classified.
· Define the required level of protection based on business need, sensitivity, criticality and legal or contractual requirements.
· Approve and review access rights where required.
· Define or confirm retention requirements where applicable.
· Ensure assets under their ownership are used in line with approved policies and procedures.
· Support ITD in reviewing classification, ownership, access, retention and disposal requirements.
· Inform ITD of major changes that may affect asset ownership, classification, criticality, access, retention, transfer, or disposal.

Asset Custodians:
· Maintain and protect assets assigned to their custody.
· Use assets only for approved business purposes.
· Follow ITD instructions related to asset protection, transfer, return, storage and disposal.
· Report lost, damaged, stolen, unauthorized, or misused assets to ITD and the relevant department.

Procurement Department:
· Coordinate with ITD to ensure IT assets, software, cloud services, licenses, hardware and technology services are purchased through approved or reputable sources.
· Maintain or support purchase records, supplier records, contract records and license evidence where applicable.
· Support supplier follow up where asset, warranty, license, disposal, or service evidence is required.

Third Parties / Vendors:
· Comply with SMSA asset management, information security, confidentiality, access control and disposal requirements where applicable.
· Protect SMSA assets and information under their custody or control.
· Return or securely delete SMSA assets and information when required.
· Provide asset, service, license, disposal, deletion, or security evidence when requested.
· Notify SMSA of any loss, damage, unauthorized access, misuse, or disposal issue affecting SMSA assets or information.

Quality & Risk Management (QRM):
· Assure the integrity of approved ISMS policies and procedures with the existing management system.
· Ensure ISMS risk assessment, internal audit, management review and document control activities are carried out as required.
· Support investigation of breaches or incidents where asset management weakness contributed to security, legal, contractual, or operational impact.
· Monitor corrective actions related to asset management audit findings and incidents where required.

Department Heads:
· Ensure employees and contractors under their function comply with asset management, acceptable use, classification, handling and return requirements.
· Ensure assets assigned to their teams are used for approved business purposes.
· Support ITD during asset review, transfer, return, investigation, disposal and evidence collection where required.
· Report suspected asset loss, misuse, unauthorized device, unauthorized software, unauthorized cloud service, or policy violation to ITD and QRM where applicable.

Employees and Contractors:
· Use SMSA assets responsibly and only for approved business purposes.
· Protect SMSA information, systems, devices, media and records assigned to them.
· Do not install, connect, use, move, transfer, copy, or dispose of SMSA assets without approval.
· Do not use unauthorized software, unauthorized devices, or unauthorized cloud services for SMSA information.
· Return SMSA assets when requested, transferred, resigned, terminated, or when access is no longer required.
· Report lost, stolen, damaged, misused, unauthorized, or suspicious assets to ITD.

CTO / Managing Director: Approval of any exception to this policy.

	Definitions
	Asset: Anything that has value to SMSA and needs to be protected. This may include information, systems, devices, software, cloud services, records, media, or technology services.
Information Asset: Information or data that SMSA owns, uses, stores, processes, shares, or protects.
IT Asset Inventory: The approved record used to identify and track SMSA IT assets, asset owners, custodians, classification, criticality, location, supplier, backup status and review details where applicable.
Asset Owner: The business owner or system owner accountable for the asset and its protection requirements.
Asset Custodian: The person, team, or department responsible for maintaining, supporting, or protecting the asset on behalf of the asset owner.
Classification: The process of assigning a protection level to information or assets based on sensitivity, value, criticality, legal requirement, contractual requirement and risk.
Criticality: The level of importance of an asset to SMSA business operations, customer service, legal requirements, regulatory requirements, or information security.
Removable Media: Portable storage media such as USB drives, external hard disks, memory cards, or other portable storage devices.
Secure Disposal: The process of disposing of assets or media in a way that prevents unauthorized recovery or misuse of information.
Secure Deletion: The process of deleting information so it cannot be recovered using normal methods.
System Generated Evidence: Reports, dashboards, logs, alerts, tickets, asset records, cloud reports, device management reports, disposal records, or system records generated from approved systems or tools.

	Guidelines
	1. Policy Statement
· SMSA shall identify, record, classify, protect, use, transfer, return and dispose of information assets and other associated assets in a controlled manner.
· Assets shall be protected based on ownership, classification, criticality, business need, legal requirement, contractual requirement and risk.
· Assets shall not be used, transferred, removed, connected, disposed, or shared without approval where approval is required.
· Asset management weaknesses shall be reviewed, actioned and tracked until closure or formal risk acceptance.
2. Asset Lifecycle Management
SMSA assets shall be managed through their lifecycle. The asset lifecycle may include:
· Identification and registration.
· Classification.
· Assignment of ownership and custodian.
· Use and protection.
· Maintenance and monitoring.
· Transfer or movement.
· Return.
· Decommissioning.
· Secure deletion.
· Secure disposal or re use.

The asset lifecycle shall be managed by ITD in coordination with the Business Asset Owner, System Owner, Procurement, QRM, HR, Legal, or supplier where applicable.
3. Inventory of Assets
All IT assets used for SMSA business purposes shall be recorded in the IT Asset Inventory or approved asset management system where applicable. The IT Asset Inventory shall include, at minimum where applicable:
· Asset name.
· Asset type.
· Unique ID, serial number, or system reference.
· Owner / Business Owner.
· Custodian / IT Responsible.
· Location, physical location, or cloud region.
· Classification level.
· Criticality level.
· Backup status.
· Related supplier or contract.
· Date added.
· Last review date.

The inventory may also include, where applicable:
· Servers.
· Laptops and desktops.
· Network devices.
· Mobile devices.
· Virtual machines.
· Cloud environments.
· Databases.
· Applications.
· APIs.
· Backup systems.
· Removable media.
· Service accounts.
· Cryptographic keys.
· Source code repositories.
· Third party hosted systems.
· Remote endpoints.
· IoT devices where applicable.
· Software and license records where required.

The IT Asset Inventory shall be reviewed at least annually and after major system changes where required. System generated asset records, IT asset management tools, device management systems, cloud asset reports, configuration management database reports, supplier reports and approved inventory records shall be used as the main audit evidence where available.
Manual records are not required when approved system based asset records already contain the required information. If system based records, tools, dashboards, reports, or supplier records are not available, incomplete, or do not clearly show the required details, the approved IT Asset Inventory or manual asset record shall be used.
4. Ownership of Assets
All critical IT assets and information assets shall have an assigned owner and custodian where applicable. Ownership details shall be recorded in the IT Asset Inventory or approved asset records. The Business Asset Owner is accountable for:
· Confirming asset purpose and business need.
· Ensuring the asset is properly classified.
· Defining the required level of protection.
· Reviewing and approving access rights where required.
· Defining or confirming retention requirements where applicable.
· Ensuring the asset supports legal, regulatory and contractual requirements where applicable.
· Reviewing classification when there is a major business, system, legal, or risk change.

The IT Asset Custodian is responsible for:
· Maintaining the asset record.
· Implementing and maintaining technical security controls.
· Supporting access control, backup, monitoring, maintenance and support where applicable.
· Recording asset location and movement where required.
· Supporting secure transfer, decommissioning, return and disposal.
· Maintaining required evidence.

Ownership of critical assets such as servers, databases, network infrastructure, cloud environments and core systems shall be approved or confirmed by the National IT Manager where required. Ownership changes shall be formally approved where required and updated in the asset record.
5. Acceptable Use of Assets
SMSA assets shall be used only for approved business purposes and in line with approved SMSA policies and ITD instructions. Employees and contractors shall comply with the Acceptable Use Policy or approved acceptable use requirements. Employees and contractors shall not:
· Use SMSA assets for unauthorized activities.
· Install unauthorized software.
· Connect unauthorized devices.
· Use unauthorized cloud services for SMSA information.
· Share SMSA assets or access credentials without approval.
· Disable security controls without approval.
· Store or transfer SMSA information through unauthorized channels.

Violation of acceptable use requirements may result in corrective or disciplinary action.
6. Return of Assets
SMSA assets shall be returned when employment, contract, assignment, access need, or business need ends. Assets shall also be returned when requested by ITD, HR, management, or the relevant asset owner.
Returned assets shall be reviewed by ITD where applicable to determine whether they can be reused, maintained, transferred, securely deleted, or disposed.
Before reuse, transfer, or disposal, ITD shall ensure that SMSA information is protected, backed up where required and securely deleted where applicable. Returned assets may require:
· Asset return record.
· Technical assessment.
· Data backup where required.
· Secure deletion or wipe where required.
· Reuse, repair, transfer, or disposal decision.
· Update of IT Asset Inventory.
· Closure evidence.

Assets assigned to senior management, privileged users, administrators, or users handling sensitive information shall be reviewed by ITD before return to stock, reuse, transfer, or disposal where required.
7. Detection of Unauthorized Assets
· ITD shall periodically identify or scan for unauthorized devices, systems, software, cloud services, or assets where technically possible and required by risk.
· Unauthorized or unidentified assets shall be investigated and either removed, blocked, registered, or formally approved.
· Use of unauthorized cloud applications, unauthorized software, unauthorized systems, or unauthorized devices for SMSA information is prohibited.
· Evidence may include device management reports, network scan results, endpoint reports, cloud usage reports, IT tickets, investigation records, or corrective action evidence.
8. Software and License Management
SMSA shall use only approved and licensed software. Software and license details may be maintained as part of the IT Asset Inventory, approved license management system, supplier portal, subscription record, or any other approved IT record.
A separate Software Inventory / License Register is only required where the existing IT Asset Inventory or system records do not clearly show software ownership, license usage, expiry and compliance evidence. ITD shall ensure, where applicable, that:
· Software is obtained only from approved or reputable sources.
· Unauthorized or unlicensed software is not installed or used.
· Software ownership and license evidence are maintained.
· License usage does not exceed permitted limits.
· Expiry or renewal dates are tracked where applicable.
· Unauthorized software is removed where identified.
· Software compliance is reviewed at least annually or where required by audit, license risk, supplier review, or major system change.
Evidence may include IT Asset Inventory / Software License Records, supplier portal records, subscription reports, purchase records, contracts, invoices, endpoint reports, installation reports, review records, or removal evidence.
9. Information Classification
SMSA information shall be classified based on legal requirement, value, criticality, sensitivity, business need and risk. The classification shall help determine how information is accessed, stored, transferred, shared, printed, retained and disposed. The SMSA classification scheme shall include:
· Public.
· Restricted.
· Confidential.

The Business Asset Owner or Information Owner shall be responsible for confirming the classification of information under their ownership. Assets other than information may also be classified based on the classification of information stored, processed, transmitted, or protected by the asset. Classification shall be reviewed when there is a major business, system, legal, regulatory, contractual, or risk change.
10. Information Classification and Handling Rules
SMSA shall handle information based on its classification.
	Classification
	Description
	Handling Rules

	Public
	Information approved for public release.
	May be shared externally. No special protection is required beyond normal business care.

	Restricted
	Information for internal SMSA use only. Unauthorized disclosure may cause limited business, operational, customer, or internal impact.
	Access limited to authorized SMSA employees, contractors, or approved third parties. Must not be shared externally without approval. Must be stored in approved SMSA systems.

	Confidential
	Sensitive or critical information. Unauthorized disclosure, change, loss, or misuse may cause serious business, legal, customer, financial, regulatory, or reputational impact.
	Access strictly controlled. Sharing requires approval. Must be protected during transfer. Encryption shall be used when required. Printed copies must be protected. Disposal must be secure.





Detailed handling requirements shall include, where applicable:
	Handling Area
	Public
	Restricted
	Confidential

	Access
	Open to public or approved users.
	Authorized users only.
	Strictly limited to approved users with business need.

	Storage
	Approved storage location.
	Approved SMSA storage or business system.
	Approved secure storage with restricted access.

	Email / Transfer
	Can be shared externally if approved for public use.
	Internal sharing only unless approved.
	External sharing only with approval and secure method.

	Encryption
	Not normally required.
	Required where risk, system, or transfer method requires it.
	Required for transfer or external storage where applicable.

	Printing
	Allowed where needed.
	Controlled and not left unattended.
	Avoid unless needed; must be locked when not in use.

	External Sharing
	Allowed if approved for public release.
	Requires approval.
	Requires approval and secure transfer method.

	Disposal
	Normal disposal.
	Secure disposal where applicable.
	Secure disposal or secure deletion required.


11. Labelling of Information
Information shall be labelled where required to show its classification and handling requirement. Labels shall be clear and easy to understand. Labelling may be applied to:
· Documents.
· Emails.
· Reports.
· System outputs.
· Folders.
· Media.
· Files.
· Printed records.
· Other information assets where applicable.

Labelling may be omitted where it is not practical, not required, or where the information is clearly public or handled through an approved system control. Employees and contractors shall be made aware of labelling requirements where applicable.
12. Handling of Information and Assets
SMSA shall handle, process, store, transfer and dispose of information and assets in line with their classification, criticality and business need. Handling controls may include:
· Access restrictions.
· Approved storage locations.
· Secure transfer methods.
· Encryption where required.
· Backup and recovery where required.
· Approved recipients.
· Protection of temporary and permanent copies.
· Protection of printed copies.
· Secure storage of media.
· Secure disposal.
· Record of authorized recipients where required.

Copies of information shall be protected at the same classification level as the original information where applicable.
13. Removable Media Management
Use of removable media shall be controlled. Moving SMSA data or information outside SMSA premises or approved systems using removable media is not allowed unless there is a valid business need and approval.
Removable media containing Restricted or Confidential information must be protected using approved security controls. Password protection alone is not sufficient for Confidential information. Controls may include, where applicable:
· Approval before use.
· Encryption.
· Registration of removable media.
· Record of removal.
· Secure storage.
· Malware scanning.
· Secure deletion before reuse.
· Secure disposal when no longer required.
· Physical protection during transport.

Departments shall maintain records of approved removable media use where required.
14. Disposal of Media and Equipment
Storage media, servers, laptops, desktops, mobile devices, hard disks, backup media and other equipment containing SMSA information shall be disposed of securely when no longer required. Disposal shall prevent unauthorized recovery, disclosure, or misuse of SMSA information. Disposal controls may include:
· Secure wipe.
· Cryptographic erasure where possible.
· Physical destruction.
· Supplier certified destruction.
· Secure storage before disposal.
· Disposal approval.
· Disposal record.
· Update of IT Asset Inventory.
· Evidence of completed disposal.

Media containing Restricted or Confidential information shall be securely stored and disposed of in a controlled manner. External disposal providers shall be approved and shall have proper controls where used. QRM may review or audit the disposal process where required.
For IT assets managed under the SMSA asset register, the Inventory Department may maintain the main asset disposal form and disposal record. However, where the asset contains, stores, processes, or may have access to SMSA information, ITD shall review the asset before disposal, transfer, resale, return to supplier, or reuse.
ITD shall confirm and record, where applicable:
· Whether data backup is required and completed.
· Whether secure wipe or secure deletion is completed.
· Whether storage media must be physically destroyed.
· Whether the asset can be reused, disposed, returned, or transferred.
· Whether the IT Asset Inventory or approved asset record has been updated.
· The evidence reference for wipe, deletion, destruction, disposal certificate, ticket, or approval.

The Inventory Department’s disposal form may be used as the main disposal record, provided ITD technical clearance and secure deletion / destruction evidence are attached or referenced.
ITD shall not sign or clear disposal of IT assets containing SMSA information unless the required backup, secure wipe, secure deletion, or destruction control has been completed or formally approved as not applicable.
15. Physical Media Transfer
Physical media containing SMSA information shall be protected during transfer. Controls may include:
· Approved transport method.
· Authorized courier or authorized person.
· Packaging to protect against damage.
· Tracking or transfer log.
· Recipient confirmation.
· Encryption where required.
· Approval for transfer of servers, core network devices, critical media, or media containing Confidential information.
· Incident reporting in case of loss, damage, misdelivery, or unauthorized access.

Physical media transfers shall be logged and traceable where required. This includes paper documents where they contain Restricted or Confidential information.
16. Secure Deletion of Information
When information is no longer required, it shall be securely deleted where required to prevent unauthorized recovery. Secure deletion methods may include:
· Secure wipe tools.
· Cryptographic erasure where possible.
· Physical destruction of storage media.
· Approved system deletion with evidence where applicable.
· Supplier certified deletion where systems are supplier managed.

Secure deletion shall be documented for critical systems, Restricted information, Confidential information, or where required by legal, regulatory, contractual, or audit requirements.
17. Information Retention
Information shall be retained only as long as required for business, legal, regulatory, contractual, audit, or operational purposes. The Business Asset Owner or Information Owner shall define or confirm retention requirements where applicable, in coordination with Legal, QRM, ITD, HR, Finance, or relevant departments where required.
After the retention period expires, information shall be securely deleted or disposed of where approved and applicable. Retention and disposal shall follow SMSA document control, record retention and legal requirements.
18. Asset Risk Management
Asset related risks shall be identified, assessed, treated and monitored through SMSA’s risk management process where required. An asset related risk shall be recorded in the SMSA Risk Register where it may affect:
· Critical business operations.
· Confidentiality, integrity, or availability of SMSA information.
· Customer service.
· Legal, regulatory, or contractual requirements.
· Privacy or personal data protection.
· Asset loss, theft, misuse, or damage.
· Unauthorized access to systems or information.
· Software licensing compliance.
· Supplier managed assets or services.
· Major operational, financial, or reputational impact.
Asset records shall only include the Risk Register reference where applicable. They shall not duplicate the full risk assessment.
19. Records and Evidence
SMSA shall maintain records to prove that asset management controls are implemented. System generated asset records, IT asset management tools, configuration management database reports, device management reports, cloud asset reports, tickets, change records, supplier reports, disposal records and approved inventory records shall be used as the main audit evidence where available.
Manual records are not required when the same information is already available from approved systems or tools.
If system based evidence, asset management tools, dashboards, reports, tickets, change records, supplier records, or approved system records are not available, incomplete, or do not clearly show the required details, the approved IT Asset Inventory or manual asset record shall be used. Records may include, where applicable:
· IT Asset Inventory.
· IT Asset Inventory / Software License Records.
· Asset ownership records.
· Asset custodian records.
· Asset classification records.
· Asset criticality records.
· Asset movement or transfer records.
· Asset return records.
· Asset disposal records.
· Secure deletion evidence.
· Removable media approval and removal log.
· Physical media transfer log.
· Backup records.
· Access review records.
· Change requests.
· IT tickets.
· Supplier records or disposal certificates.
· License evidence, purchase records, supplier portal records, subscription reports, or approved system reports where applicable.
· SMSA Risk Register records where asset risk is formally tracked.
· Management review or compliance review records.
· Evidence of completed actions.

Records shall be retained as per SMSA document control and record retention requirements.
Where SMSA asset register and disposal form are managed by the Inventory Department, ITD shall maintain or reference the technical security evidence related to IT asset disposal. This may include secure wipe evidence, deletion confirmation, hard disk removal record, destruction certificate, supplier disposal certificate, IT ticket, email approval, or IT clearance note. The Inventory Department disposal form and ITD technical clearance evidence together shall be accepted as the disposal record for IT assets.
20. Review and Monitoring
ITD shall regularly review asset management controls to confirm that:
· IT assets are recorded where applicable.
· Asset owners and custodians are assigned where required.
· Asset classification and criticality are maintained where required.
· Asset movement, return and disposal are controlled.
· Unauthorized assets are investigated and actioned.
· Software and license records are maintained where required.
· Removable media and physical media transfer controls are followed where applicable.
· Asset related risks are recorded in the SMSA Risk Register where required.
· Evidence is maintained for audit.

Major asset management weaknesses, missing critical assets, repeated unauthorized assets, disposal failures, or risks affecting critical systems shall be reported to the National IT Manager and escalated to the CTO where required.
21. Review Period
The policy will be reviewed by the National IT Manager on an annual basis or as mandated by a major change in business, legal, regulatory, technology, security, or other compliance requirements. The policy shall also be reviewed after major incidents, major audit findings, significant asset management failures, or major changes in SMSA systems, assets, or IT operations.
22. Enforcement
22.1 Policy Violation
Violation of this policy shall result in corrective action as per DVD. Disciplinary action shall be consistent with the severity of the incident, as determined by investigation, and may include, but is not limited to:
· Warning letter.
· Removal of access privileges to information assets.
· Termination of employment or contract.
· Other actions deemed appropriate by management, HR department and Legal department.
Examples of violations include:
· Failing to return SMSA assets when required.
· Connecting unauthorized devices to SMSA networks.
· Installing or using unauthorized software.
· Using unauthorized cloud services for SMSA information.
· Sharing SMSA information without approval.
· Removing or transferring SMSA assets without approval.
· Disposing of assets or media without following secure disposal requirements.
· Failing to report lost, stolen, damaged, or misused assets.
· Ignoring asset classification and handling requirements.

22.2 Policy Waiver
Any exception to this policy must be formally approved by the CTO / Managing Director and documented. The waiver must include the reason, risk, temporary control, owner, expiry date and review date.
23. Related Documents
· Organization of Information Security Policy.
· Information Security Risk Management Procedure.
· Information Security Incident Management Policy.
· Access Control Policy.
· Acceptable Use Policy.
· Backup and Restoration Procedure.
· Change Management Procedure.
· Configuration Management Policy.
· Cryptography Procedure.
· Communications Security Policy.
· Supplier Relationships Policy.
· Privacy / Personal Data Protection Policy, where applicable.
· Document Control Procedure.
· IT Asset Inventory.
· IT Asset Inventory / Software License Records.
· SMSA Risk Register.
· Asset Return Form / Record.
· Asset Disposal Record / Certificate.
· Removable Media Approval / Transfer Record.
· Information Classification and Handling requirements covered under this policy.
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