
 Assess current data storage solutions (on-premise, cloud, hybrid)

 Review current data encryption practices

 Assess user access controls and permissions

 Evaluate the effectiveness of current malware and ransomware protection

 Check for regular security audits and penetration testing routines

 Evaluate the frequency and scope of data backups

 Review the policies for data breaches and notification processes

 Comply with relevant data protection laws (GDPR, CCPA, etc.)

Data Management Checklist for SMBs

Click a section to navigate

About the checklist:
Navigating the complexities of data management and compliance can be daunting. Use our Data
Management Checklist for SMBs to streamline this process and implement a structured approach to
assess and enhance your data storage, security, and compliance practices. This checklist serves as a
comprehensive guide, breaking down each critical area into actionable tasks that can be easily followed,
regardless of your technical expertise. 

Start by reviewing each checklist item to understand its relevance to your operations, then proceed with
the corresponding tasks, tailoring the actions to fit your specific business needs and objectives.
Whether you aim to bolster data security, ensure compliance with data protection laws, or optimize your
data storage solutions, this checklist will provide the roadmap for a robust data management strategy.
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 Assess current data storage solutions (on-premise, cloud, hybrid)

Evaluate Your Storage Solutions
Research Your Storage Solutions

Look up each of your storage solutions online to gather detailed information about their offerings, focusing on
aspects like security features, compliance standards, scalability, and accessibility.

Check for Redundancy and Backup Features
Determine if your storage solutions include redundancy (storing data in multiple locations) and if they offer
integrated backup services. Redundancy is crucial for disaster recovery and data availability.

Assess Accessibility and Collaboration Features
Evaluate how easily and securely you and your team can access stored data, especially when remote. Note any
collaboration tools or features each solution provides, such as file sharing or simultaneous editing.

Financial Assessment
Outline the Costs

Detail the costs associated with each storage solution, including setup fees, monthly or annual subscriptions, and
any additional charges for data access or exceeding storage limits.

Compare Cost vs. Benefit
Review the costs alongside the benefits and features of each solution. Consider if the expenses align with the
value it brings to your business, especially regarding security, reliability, and scalability.

Understand Your Storage Environment
List Your Data Types

Catalog all types of data your business manages, such as customer data, financial records, product information,
and employee details. Use a spreadsheet for easy categorization.

Identify Where Each Data Type Is Stored
Next to each data type in your spreadsheet, specify its current storage location(s)—whether on a local server (on-
premise), in the cloud (e.g., AWS, Google Cloud, Azure), or both (hybrid).

Record Storage Capacity and Usage
For each storage solution, document the available storage capacity and the amount currently in use. This will
help assess if you're approaching capacity limits.

Professional Consultation and Decision Making
Seek Expert Advice

With your gathered data, consult an IT professional or a data management expert to discuss your current storage
solutions' effectiveness. They can offer insights into potential improvements or alternatives.

Make Informed Decisions
Based on your comprehensive assessment and professional advice, decide whether to continue with your current
setup, upgrade your existing solutions, or migrate to new storage options that better suit your needs.

Need help with your data management? 👉  Click here to book a call
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 Review current data encryption practices

Assess Current Encryption Practices
Inventory Your Encryption Status

For each type of data listed, document whether it is currently encrypted both at rest (when stored) and in transit
(when being sent or received). Use a simple format such as a spreadsheet for clarity.

Evaluate Encryption Levels
Note the type of encryption used (e.g., AES, SSL/TLS for data in transit) for your data. If unsure, this information
might be available in your system settings or by contacting your service provider.

Vendor and Solution Evaluation
Check Service Provider Encryption Policies

For cloud-based services and other third-party storage solutions you use, review their policies or contact them
directly to understand their encryption standards and practices.

Assess Email and Communication Encryption
Determine if the emails and other communication tools your business uses encrypt messages in transit. Services
like email should offer TLS encryption as a basic security measure.

Implementing or Enhancing Encryption
Implement Encryption Where Missing

If you find data that is not adequately encrypted, research and implement solutions. For data at rest, consider full
disk encryption options. For data in transit, use secure protocols like HTTPS for web traffic.

Upgrade Inadequate Encryption
If existing encryption measures are outdated or weak, plan for an upgrade. Consult with IT security professionals
to select modern, robust encryption standards appropriate for your data types.

Staff Training and Policy Development
Develop a Data Encryption Policy

Create a formal data encryption policy for your business, outlining what data must be encrypted, the acceptable
encryption standards, and procedures for ensuring ongoing compliance.

Train Your Staff
Educate your employees about the importance of encryption and ensure they understand how to handle
encrypted data securely. Include guidelines on sharing sensitive information securely and the risks of non-
compliance.

Regular Review and Updates
Schedule Regular Encryption Audits

Plan for regular reviews of your encryption practices to ensure they remain up to date with the latest security
threats and compliance requirements. This might involve annual check-ins with an IT security firm.

Stay Informed on Encryption Trends
Keep abreast of developments in encryption technology and data security practices. Subscribe to reputable IT
security news sources and consider attending webinars or conferences focused on data protection.

Have you heard about our Partner Experience Teams? 👉  Click here to learn more
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 Assess user access controls and permissions

Current Access Control Assessment
Document Current Access Levels

Create a detailed inventory of who currently has access to what information and systems within your
organization. Use a spreadsheet to track access levels (e.g., read-only, edit, admin).

Review Access Necessity
For each entry in your access inventory, evaluate whether the current level of access is necessary for the
individual's role and responsibilities. Look for any instances of excessive access that could be reduced.

Implementing Strong Access Controls
Develop a Standard Access Control Policy

Based on your review, develop a standard access control policy that outlines the appropriate access levels for
different roles within your company. This policy should align with the principle of least privilege, ensuring
individuals have only the access necessary to perform their job functions.

Update User Access Accordingly
Work with your IT team or service provider to update user access permissions according to the new policy. This
might involve revoking unnecessary access, changing permissions, or creating new user roles.

Regular Review and Training
Schedule Regular Access Reviews

Plan for periodic reviews of user access controls and permissions to ensure they remain aligned with employee
roles and the access control policy. These reviews can be conducted semi-annually or annually.

Educate Employees on Access Control Policies
Organize training sessions for employees to understand the access control policies, the importance of data
security, and their role in maintaining it. Include guidance on secure password practices and the process for
requesting access changes.

Enhancing Security Measures
Implement Multi-Factor Authentication (MFA)

Where possible, implement multi-factor authentication for accessing sensitive systems and data. This adds an
extra layer of security beyond just passwords.

Use Access Control Software
Consider investing in access control management software or services that offer detailed control and auditing
capabilities. This can simplify the management of complex access permissions and provide valuable logs for
security audits.

Monitoring and Response
Monitor Access Logs

Regularly monitor access logs to detect any unusual access patterns or attempts. This can be crucial for early
detection of potential security breaches.

Develop a Response Plan for Access Violations
Create a response plan for instances where unauthorized access is detected. This should include steps for
investigation, remediation, and, if necessary, reporting the breach according to compliance requirements.

Need help with your data management? 👉  Click here to book a call
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 Evaluate the effectiveness of current malware and ransomware protection

Assessment of Current Protection Measures
Inventory Your Current Protection Tools

List all cybersecurity tools and services your business currently employs, such as antivirus software, firewalls,
email filtering, and endpoint protection solutions.

Check for Regular Updates and Patches
Verify that all your cybersecurity tools are set to update automatically or have been manually updated to the
latest versions. This includes operating systems and any third-party applications.

Review Configuration and Customization
Ensure that your malware and ransomware protection tools are configured properly for your specific business
needs. This might involve customizing the level of protection or scanning based on the type of data you handle
and store.

Enhancement of Protection Measures
Implement Layered Security Measures

Consider adding layers to your cybersecurity defense, such as using DNS filtering services, securing endpoints
with advanced threat protection features, and employing network segmentation.

Adopt a Reliable Backup Solution
Ensure you have a robust backup solution in place that includes regular, encrypted backups of critical data,
ideally stored off-site or in the cloud, to enable recovery in the event of a ransomware attack.

Establish a Security Awareness Training Program
Develop and implement an ongoing employee training program on cybersecurity best practices, including how to
recognize phishing attempts, the importance of strong passwords, and the procedures for reporting suspicious
activities.

Regular Monitoring and Testing
Schedule Regular Security Audits and Penetration Tests

Arrange for periodic security audits and penetration tests conducted by reputable cybersecurity firms to evaluate
the effectiveness of your protection measures and identify areas for improvement.

Monitor Security Logs and Alerts
Regularly review logs and alerts from your cybersecurity tools for signs of attempted or successful breaches.
Establish a protocol for responding to these alerts.

Incident Response Planning
Develop or Update Your Incident Response Plan

Create or revise your incident response plan to include specific steps for responding to malware and ransomware
incidents. This should cover the initial response, containment strategies, eradication of threats, recovery
processes, and post-incident analysis.

Conduct Regular Incident Response Drills
Organize periodic drills to practice your incident response plan with your team, ensuring that everyone knows
their roles and responsibilities in the event of an actual malware or ransomware attack.

Do we offer IT management for your industry? 👉  Click here to see our mix
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 Check for regular security audits and penetration testing routines

Planning and Preparation
Inventory Your Digital Assets

List all critical digital assets, including websites, applications, networks, and data storage solutions. This
inventory will guide the focus of your security audits and penetration tests.

Choose a Reputable Security Firm
Research and select a reputable security firm that specializes in conducting security audits and penetration
testing for businesses similar in size and industry to yours.

Set a Baseline for Security
If not already done, conduct an initial security audit to establish a baseline of your current security posture. This
baseline will help measure the effectiveness of future actions.

Executing Audits and Tests
Schedule Your First Security Audit

Coordinate with the chosen security firm to schedule your first comprehensive security audit. Ensure it covers all
identified digital assets and adheres to your security goals.

Plan for Regular Penetration Testing
Arrange for penetration testing at regular intervals (e.g., annually or biannually) or after significant changes to
your IT environment. Penetration testing should simulate real-world attack scenarios relevant to your business.

Engage in Post-Audit Review Meetings
After each audit and penetration test, schedule a meeting with the security firm to discuss findings, understand
vulnerabilities, and prioritize remediation actions.

Follow-Up and Improvement
Develop a Remediation Plan

Based on audit and test findings, work with your IT team or an external consultant to develop a detailed
remediation plan that addresses identified vulnerabilities in a prioritized manner.

Implement Recommended Changes
Execute the remediation plan, starting with the most critical vulnerabilities. Monitor implementation progress and
adjust as necessary to ensure all vulnerabilities are addressed.

Employee Awareness and Training
Inform and Train Your Staff

Educate your employees about the findings from security audits and penetration tests in a non-technical manner.
Highlight the role they play in maintaining a secure environment and provide training on best practices.

Ongoing Monitoring and Review
Monitor for New Vulnerabilities

Establish a routine for continuously monitoring your digital assets for new vulnerabilities. This can involve
subscribing to security newsletters, using automated scanning tools, and staying informed on the latest
cybersecurity threats.

Review and Update Your Security Practices
Regularly review and update your security practices and policies based on the outcomes of audits and tests, as
well as evolving cybersecurity trends and threats.

Document Lessons Learned
Keep a record of lessons learned from each security audit and penetration test, including successful mitigations
and areas for improvement. Use this documentation to inform future security strategies.

Click here go back to navigation



 Evaluate the frequency and scope of data backups

Evaluating Backup Frequency
Review Backup Schedules

For each backup solution listed, document how frequently backups are performed. This can range from hourly to
daily, weekly, or even monthly for different types of data.

Match Backup Frequency to Data Criticality
Compare the backup frequency of each data type against its importance to your business operations. Critical
data might require more frequent backups than less critical data.

Consult with IT Professionals
If you’re unsure about the appropriate backup frequency for different types of data, seek advice from IT
professionals or a managed service provider experienced in data backup strategies.

Evaluating Backup Scope
Verify Comprehensive Coverage

Ensure that all critical data identified is being backed up. Check for any gaps in your current backup scope that
could leave important data unprotected.

Assess Data Redundancy
Determine if backups are stored in multiple locations, such as both onsite and in the cloud, to protect against
site-specific disasters.

Improving Backup Practices
Implement or Update Backup Solutions

Based on your assessment, implement new backup solutions or update existing ones to ensure all critical data is
backed up frequently enough and in multiple locations.

Automate Backup Processes
Where possible, automate the backup process to reduce the risk of human error and ensure backups are
performed consistently.

Develop a Backup Testing Schedule
Plan regular tests of your backup systems to ensure data can be effectively restored. Testing can be scheduled
quarterly, semi-annually, or annually, depending on the criticality of the data.

Review and Adapt
Regularly Review Backup Strategy

Schedule an annual review of your backup strategy to adapt to any changes in business operations, data
criticality, or technology advancements.

Stay Informed on Backup Technologies
Keep up to date with advancements in backup technologies and practices to continuously improve your backup
and recovery processes.

Not sure about data backups and recovery? 👉  Click here to work with us
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 Review the policies for data breaches and notification processes

Assessment of Current Policies
Locate and Review Existing Data Breach Policies

If you already have data breach response and notification policies, locate these documents and review them
carefully to ensure they're up-to-date and comprehensive.

Identify Gaps in Current Policies
While reviewing, identify any gaps or areas lacking clarity, such as undefined responsibilities, unclear notification
procedures, or absence of contact lists for reporting breaches.

Policy Development and Improvement
Develop or Update Data Breach Response Plan

Based on your assessment, develop or update your data breach response plan to address identified gaps. Ensure
the plan includes clear procedures for breach detection, assessment, containment, eradication, and recovery.

Create a Communication and Notification Strategy
Develop a strategy for internal and external communication in the event of a data breach. This should include
templates for notification letters to affected parties, regulatory bodies, and other stakeholders.

Internal Processes and Team Preparation
Assign Data Breach Response Team

Assign a dedicated team responsible for executing the data breach response plan. This team should include
members from IT, legal, communications, and executive leadership.

Conduct Training and Simulation Exercises
Train your data breach response team and relevant staff on their roles and responsibilities within the plan.
Conduct simulation exercises to test the effectiveness of the plan and the team's readiness.

Legal and Compliance Considerations
Consult With Legal Counsel

Review your data breach response and notification plans with legal counsel to ensure they meet all legal and
regulatory requirements. Adjust any legal or compliance shortfalls identified.

Register With Regulators if Required
If applicable, ensure your business is registered with relevant data protection authorities or regulatory bodies as
required by law, and understand the process for reporting breaches to them.

Ongoing Policy Management and Updates
Review and Update Policies Regularly

Schedule regular reviews (at least annually) of your data breach policies to incorporate new legal requirements,
lessons learned from exercises or actual incidents, and changes in business operations or IT infrastructure.

Stay Informed on Threats and Best Practices
Keep abreast of emerging cybersecurity threats and best practices for data breach response and notification.
Subscribe to security newsletters and participate in relevant forums or industry groups.

Document All Data Breaches and Responses
Maintain detailed records of any data breaches, including how the breach occurred, the response actions taken,
lessons learned, and any changes made to policies as a result.

Learn more about our managed IT solutions. 👉  Click here to browse IT
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 Comply with relevant data protection laws (GDPR, CCPA, etc.)

Assessment of Compliance
Assess your current data collection methods to ensure they meet legal requirements for consent and transparency.
This includes reviewing website forms, customer agreements, and privacy notices.
Evaluate Data Processing and Storage

Examine how and where your business processes and stores personal data. Verify that data processing activities
comply with the principles set out in the relevant data protection laws.

Check Data Subject Rights Procedures
Ensure your business has processes in place to respond to data subjects’ requests, such as accessing their data,
correcting inaccuracies, or deleting their data upon request.

Assess Data Protection Measures
Review the technical and organizational measures you have in place to protect personal data against
unauthorized access, disclosure, alteration, and destruction.

Documentation and Policy Development
Update Privacy Policies

Revise your privacy policy to ensure it accurately reflects your current data practices and compliance with
applicable laws. The policy should be easily accessible and understandable to your customers.

Develop or Update Data Protection Policies
Create or update internal data protection policies that detail the procedures for maintaining compliance with data
protection laws. This should include data handling, processing, storage, and transfer guidelines.

Training and Awareness
Train Your Staff

Conduct training sessions for employees to raise awareness about the importance of data protection and to
familiarize them with your data protection policies and compliance obligations.

Compliance Monitoring and Improvement
Establish a Compliance Monitoring Process

Set up processes to regularly monitor and evaluate your compliance with data protection laws. This could include
internal audits or reviews at set intervals.

Stay Updated on Legal Changes
Keep informed about any updates or changes to relevant data protection laws. Subscribe to legal updates and
participate in relevant seminars or workshops.

Engage a Data Protection Officer (DPO) if Required
Determine if your business is required to appoint a Data Protection Officer under GDPR or a similar role under
other regulations. If so, ensure the DPO is properly appointed and their contact information is publicly available.

Document Compliance Efforts
Keep detailed records of your compliance efforts, including assessments, policy updates, training sessions, and
any incidents or data subject requests. This documentation will be crucial in the event of a regulatory inquiry or
audit.

Ready to Enhance Your Data Management? 👉  Click here to get started!
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Key takeaways to keep in mind:

Synchronize data policies with business objectives for enhanced security.

Prioritize data protection to safeguard your digital assets.

Utilize cloud storage for cost-effective scalability.

Harness data analysis for deeper business intelligence.

Empower your team with knowledge on data compliance.

Implement green data practices for sustainable growth.

Done for you Data Management starts here.

Navigating the complexities of data
management is both crucial and
intricate. You can reuse this checklist to
ensure your data management actions
align with your business's goals and
best practices.
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