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Only collect 
Personal Information 

which is necessary for 
the purpose required

Make sure the 
Personal Information 

is kept confidential and 
stored securely

Do not distribute the 
Personal Information 

to others internally 
unless they need to 

know about it and use 
it for business purposes

Do not distribute the 
Personal Information 
to others externally 
unless they need to 
know about it and 

use it for defined or 
legal purposes and 
they have agreed to 
keep it confidential 

and secure


