Data Retention Policy

This Data Retention Policy ("Policy" hereinafter) has been prepared by
("Company" hereinafter) and enforced by the board
decision on to fulfill obligations arising from the legislation regarding data protection and

privacy and to inform data subjects regarding the retention of the data.

|. Definitions

The purpose of this Policy is to regulate the methods and principles regarding data privacy and retention

of data. In this policy, the terms are used with the following meaning;

The Term Definition

Il. Principles

The Company acts within the framework of the following principles in the retention of the data:

e The Company is acting completely complied with the applicaple data privacy regulations and the
provisions of the relevant legislation, Board decisions and the provisions of this policy in the

operation of data retention.

¢ All transactions regarding the retention and storage of the data are recorded by the Company and

these records are kept for at least years, excluding other legal obligations.
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e The appropriate ways of the retention of the data will be selected on its own motion by the

Company unless a contrary decision is taken by the regulatory authority.

lll. Legal Reasons for Retention

The reasons of storage as follows:

Storing data as it is directly related to the establishment and performance of contracts,

¢ Storing the data for the purpose of establishing, exercising or protecting of a right,

¢ Storing the personal data when it is mandatory to store for the legitimate interests of the Company,
under the condition that not harm fundamental rights and freedoms of individuals,

¢ Storing the personal data for the purpose of fulfilment of any kind of legal obligation,

¢ The storage of the data clearly foreseen in the legislation,

e Storing the personal data pursuant to the explicit consent of the data owners, when

explicit consent is required.

IV. Duration of Retention

The following criteria are used to determine the retention periods of the data obtained by the Company in

accordance relevant legislation;

o If a period of time is stipulated in the legislation or decisions of regulatory authority regarding the
storage of the personal data, this period shall be complied with.

¢ |If the period stipulated in the legislation regarding the storage of the said personal data expires or if
no period is stipulated in the relevant legislation regarding the storage of the said data, retention
periods are determined taking into account the legitimate interests of the Company and the rights of

those concerned.

Personal data that storage period has expired is erased or destructed in monthly periods
according to the procedures stated in this Policy. All operations regarding the erasure, disposal and
anonymization of the data are recorded with a report, and these records are kept for at least

years, excluding other legal obligations.
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V. Technical and Administrative Precautions

For the purposes of storing the data securely, preventing illegal processing/accessing to the data and
disposal of data eligibly to law, all administrative and technical measures taken by the Company are listed
below;

Administartive Precautions

Within the scope of administrative measures, the Company;

e Restricts internal access to stored data to the employee who is required to access it as per job
description. While restricting access, sensitive data and its importance are also considered.

¢ If other individuals obtain the processed data unlawfully, notify the relevant person as soon as
possible.

¢ Regarding the transfer of the data, provides data security by signing a framework
agreement on the protection of data and data security with the persons to whom data is shared or
by the provisions added to the existing contract.

¢ Employs knowledgeable and experienced employees about the processing of data and provides the
employees with the necessary education within the scope of
data protection legislation and data security.

e To ensure adequate security measures are being taken (against electrical leakage, fire, flood, theft,
etc.) according to the area where the data is located and prevent unauthorized entrance and exit to
these areas.

Technical Precautions

Within the scope of technical measures, the Company;

e Makes required internal controls within the scope of established systems.

¢ Conduct the processes of information technology risk assessment and business impact analysis
within the scope of established systems.

e Ensures the technical infrastructure to prevent or monitor the leakage of data outside of the
institution and the creation of relevant matrices.

e Ensures the access to data of employees in information technology units is kept under control.

e Ensures the disposed personal data cannot be reversed and leaves no audit trial.

e Protects all kinds of digital media where the data is stored with encrypted methods in a way that
meets information security requirements,

e Ensure the necessary security tests are carried out regularly by constantly monitoring the security

updates of the areas where the data is located.
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VI. Enforcement

This Policy will enter into force by being announced to all employees and will be binding on all business
units, consultants, external service providers and anyone processing personal data as of its date of
entered into force. It will be the responsibility of the supervisors of the relevant employees to monitor
whether the employees fulfil the requirements of the policy. When a violation of the policy is detected, the

issue will be immediately reported to a higher supervisor.

Board Chairman

Name
Date

Signature

Board Member

Name
Date

Signature

Board Member

Name
Date

Signature

o Jotform Automatically create polished, fillable and signable documents Clone the document for free!
A



https://www.jotform.com/pdf-templates/data-retention-policy/clone?utm_source=pdf_footer_branding&utm_medium=pdf&utm_campaign=ch_fillable_pdf&utm_content=branding_page_4

This document is a PDF copy of Data Retention Policy template. You
can edit it with Jotform Sign and convert to an eSign document with
Jotform Sign.

# Edit PDF

Learn More About Jotform PDF Products

Jotform offers powerful PDF solutions. Check them out below.

Jotform PDF Editor

Add Element

Turn form submissions into PDFs automatically ready to ~ Legal Agreement
m Heading
download or save for your records.

@ jotform.com/products/pdf-editor/

Fo r m s Online Form Original PDF

@ Service Ag

@ Service Agreement

Convert your PDF files into online forms that are easy to

fill out on any device.

@ jotform.com/products/smart-pdf-forms/

Jotform Sign —

LOGO

SREEMENT
Collect e-signatures with Jotform Sign to automate your _ M,\

signing process.

olo Clear
Landlord/Lesse  Color @ © @ .

@ jotform.com/products/sign/

The Landlord hereby agrees to lease the Property located in:

These templates are suggested forms only. If you're using a form as a contract, or to gather personal (or personal health) info,
or for some other purpose with legal implications, we recommend that you do your homework to ensure you are complying
with applicable laws and that you consult an attorney before relying on any particular form.


https://www.jotform.com/products/pdf-editor/?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=display_url_pdf_editor
https://www.jotform.com/products/smart-pdf-forms/?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=display_url_smart_pdf_forms
https://www.jotform.com/products/sign/?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=display_url_sign
https://www.jotform.com/pdf-templates/data-retention-policy?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=hero_pdf_title
https://link.jotform.com/WWKlALx4BS?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=hero_product_sign
https://www.jotform.com/pdf-templates/data-retention-policy/clone?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=hero_edit_pdf

	id-1213256089: 
	id-1577666073: 
	id-1739747309: 
	id-2228385326: 
	id-2340375323: 
	id-2588300555: 
	id-3207320907: 
	id-3364793871: 
	id-3516102867: 
	id-383116216: 
	id-4322412579: 
	id-444601114: 
	id-4717043997: 
	id-4807388210: 
	id-4909961366: 
	id-5202329064: 
	id-5252205451: 
	id-5287232094: 
	id-5288697077: 
	id-5930735985: 
	id-6483257587: 
	id-6833864572: 
	id-7013929748: 
	id-7211135300: 
	id-7418598439: 
	id-7877114255: 
	id-7962754052: 


