Sample Small Business Security Policy Template
IT & Cybersecurity Policy
Purpose
This policy outlines security expectations to protect our organization from data breaches, malware, and cyber threats.
Scope
Applies to all employees, contractors, and anyone with access to business systems and data.
1. Passwords & Authentication
· Use complex, unique passwords for each system.
· Enable MFA where available.
· Store passwords only in approved password managers.
2. Devices
· Keep all devices updated with the latest security patches.
· Lock devices when unattended.
· Report lost or stolen devices immediately.
3. Internet & Email Use
· Do not click suspicious links or download unknown attachments.
· Verify unexpected payment or password change requests by phone.
· Use company email for work-related communication only.
4. Data Security & Backups
· Save all business data in approved cloud systems or shared drives.
· Do not store sensitive data on personal devices.
· Backups are performed automatically and tested quarterly.
5. Access Control
· Access is granted based on job role only.
· Admin privileges require approval.
· Terminated employees will have access removed immediately.
6. Reporting & Incidents
· Report suspicious emails or activity to [IT Contact / Manager].
· Follow the incident response plan in the case of malware, phishing, or data loss.

