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// A TEMPLATE
Data Governance Operating Model
Governance is not a document, it is a set of jobs that get done on a rhythm. This names the roles, settles who is accountable for each governance activity, and sets the cadence. The engine that makes the rest of the kit run.
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Domain one of seven. The discipline the kit runs on.

// DOCUMENT CONTROL
	FIELD
	ENTRY

	Organization name
	Enter organization name

	Model owner, role and name
	Enter role and name

	Effective date
	Enter date

	Version
	1.0

	Next review date
	Enter date


// PURPOSE
Governance as an operating discipline
A classification scheme and a handling matrix are only paper until someone is on the hook for using them. This operating model turns the kit into a working practice. It names five roles, settles who is accountable for each governance activity, and sets the rhythm those activities run on. Built on the Govern function of NIST CSF 2.0, with ISO 27001 Clause 5 and ISO 27701 for the privacy roles.
// THE ROLES
Five roles, plain responsibilities
Name who holds each role below. In a small business one person often holds several. That is expected, and the next section says how to handle it.
	ROLE
	RESPONSIBILITY
	HELD BY

	Data Owner
	Accountable for a set of data. Decides its classification, approves who may access it, and approves how long it is kept. For that data, the buck stops here.
	Enter name

	Data Steward
	The hands-on caretaker. Keeps classifications current, runs access reviews, applies retention schedules, and is the first point of contact for questions about the data.
	Enter name

	Data Custodian
	The technical implementer. Configures access, applies encryption and backups, and carries out the controls each tier requires. Often IT or a managed provider.
	Enter name

	Privacy Lead
	Owns personal and regulated data. Advises on classifying personal data, vendor data terms, retention set by law, and breach notification.
	Enter name

	Executive Sponsor
	Owns governance at the leadership level. Approves this model, owns incident response, and makes sure the program has the time and budget to run.
	Enter name


// THE RACI
Who does what, by activity
One accountable role per activity, never two. Read each row: A owns the outcome, R does the work, C is consulted, I is kept informed.
	ACTIVITY
	OWNER
	STEWARD
	CUSTODIAN
	PRIVACY
	SPONSOR

	Classify data
	A
	R
	I
	C
	I

	Grant access
	A
	C
	R
	I
	I

	Review access
	A
	R
	C
	I
	I

	Handle an incident
	C
	I
	R
	C
	A

	Approve retention
	A
	R
	I
	C
	I

	Review a vendor
	A
	C
	C
	R
	I


R Responsible, does the work.   A Accountable, owns the outcome, one per row.   C Consulted.   I Informed.
Columns map to the roles above: Owner is the Data Owner, Steward the Data Steward, Custodian the Data Custodian, Privacy the Privacy Lead, Sponsor the Executive Sponsor.
// ONE PERSON, SEVERAL HATS
In a small business, one person wears several of these hats. The owner may be Data Owner, Privacy Lead, and Executive Sponsor at once, with an IT provider as Data Custodian. That is fine. The value is not five people, it is five clear responsibilities. Name who holds each, even when the same person holds several, so nothing falls through the gap between roles.
ENTERPRISE EXTENSION
As the business grows, the roles separate across people, and the Executive Sponsor convenes a standing data governance committee that meets on a set cadence to own the program, review risk, and approve exceptions. The committee is where the hats come back apart into seats.
// THE OPERATING CADENCE
The rhythm the model runs on
Governance is the activities below, done on time. Set the cadence that fits the business and name who owns each. The defaults are a sound starting point.
	ACTIVITY
	DEFAULT CADENCE
	OWNED BY

	Review who has access
	Quarterly
	Enter role

	Review data classifications
	Annually
	Enter role

	Review vendors that hold data
	Annually, and before onboarding
	Enter role

	Test backups and the incident plan
	Twice a year
	Enter role

	Review this operating model
	Annually, and on major change
	Enter role


// WHERE THIS SITS IN THE KIT
This model puts people behind the rest of the kit. The Data Classification Policy defines the tiers, the Data Handling Matrix sets the rules, and this model says who applies them and when. The Maturity Assessment shows where to start.
// APPROVAL
Sign-off
	FIELD
	ENTRY

	Approved by, name
	Enter name

	Title
	Enter title

	Signature
	Sign here

	Date
	Enter date
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