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Procedure data erasure GDPR controller

Objective:

Assure a prospect/contact (from now on: contact) does not receive further communication after explicitly requesting the removal of its contact details.

Considered risks:

Data collected is identification data and data related to profession. The data itself is not of a sensitive nature; it is frequently shared between contacts.

The main risk is the contact receives unwanted communication after request for erasure. This procedure aims to avoid this situation.
Process steps:

1. Filing of the request: 

The contact sends (or a Televic employee forwards) a request for removal to gdpr@televic.com. This request should at least contain the first or last name of the contact, company name, job title, email address and the applicable BU. The mail server then forwards this request to our internal helpdesk tool.
2. Assignment to the responsible:

Depending on the selected BU, the CTO office assigns the correct responsible for GDPR.

3. Identification of the requester:

The GDPR responsible contacts the requester by phone or by email and asks for a copy of his ID.

4. Receipt of the identification

On receipt of the copy of the ID, the GDPR responsible uploads the ID copy to the internal helpdesk tool.
5. Execute logical delete:

To avoid unwanted communication after the request for erasure, the contacts who have ‘opted-out’ should be remembered. 
Therefore, the BU will maintain a “do-not contact” list for sales & marketing, which lists all contacts who do not wish to receive any further communication. 
The BU GDPR responsible will add the contact to this list.
Process deliverables:

Do not contact list

This list can take the form of an excel file, a SharePoint page or can be implemented in the BU CRM tool.
ID copy

The contact can deliver the copy either by mail or e-mail. This communication should contain a reference to the deletion request (for example by including the reference, as provided by the internal helpdesk tool, in the e-mail subject line).  
Responsible:

Dispatching of requests: 


CTO office

General GDPR support: 


CTO office

Identification of the requester: 

BU GDPR controller responsible

Receipt of the identification:


BU GDPR controller responsible

Logical delete execution:


BU GDPR controller responsible

Maintenance of the “do-not contact”

BU GDPR controller responsible
list for sales & marketing: 
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