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C.I. NATURMEGA S.A.  

N.I.T. (Tax ID Number) 900.115.386 – 7 

Address: Via 40 # 80-131 

Barranquilla (Atlántico) – Colombia. 

 

The intended purpose of the following "Personal Data Protection and Management Policy" (hereinafter 

"The Policy") is to set forth the rules regarding the protection of Personal Data that will be adopted and 

accepted by the C.I. NATURMEGA S.A. company (hereinafter "C.I. NATURMEGA"), whenever it is 

responsible for Data Management and/or Designated for such purpose. 

The objective of this Policy is to compile the principles and rules that regulate personal data 

management concerning all Owners of such data that are related to C.I. NATURMEGA, to ensure 

regulatory compliance in all operations and activities. 

In compliance with the provisions pursuant to Decree 255 of 2022 (Binding Corporate Rules), the 

provisions laid out in this Policy are mandatory for C.I. NATURMEGA, acting as Responsible and/or 

Designated party if applicable, as well as on behalf of its shareholders, collaborators, workers and 

stakeholders. 

This Policy includes mechanisms to ensure that all data is: 

• Processed in a lawful, loyal and transparent manner concerning the owner of such personal data. 

• Collected for specific, explicit and legitimate purposes, and not to be processed any further in a 

manner incompatible with such purposes. 

• Adequate, relevant and limited to the minimum necessary regarding the purpose for which it is 

processed. 

• Accurate and kept up to date; all reasonable measures shall be taken to ensure that inaccurate 

personal data is deleted or rectified without delays. 

• Kept in a manner that allows the owner to be identified, for a period that does not surpass the 

necessary timeframe that corresponds to the purpose. 

• Processed under the control of the Data Responsible party, who, for each processing operation, 

ensures and evidences compliance. 

This Policy is issued as part of the task of implementing Accountability, to verify that useful, timely, 

pertinent and efficient measures have been implemented by C.I. NATURMEGA. 

As per regulations in force in Colombia and the applicable labor legislation, this Policy is binding and 

enforceable concerning C.I. NATURMEGA employees. Such employees have been informed of its 

existence, indicating that it is a mandatory Policy and making clear that, in accordance with the 

applicable legislation and the labor contracts signed with each of them, the corresponding disciplinary 

regime is applicable in the event of non-compliance with such regulations. 
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This Policy is not a Contract; it simply serves to indicate our intention to protect your private personal 

information. 

In compliance with the provisions of Statutory Law 1581 of 2012 and its Regulatory Decree under number 

1377 of 2013, the C.I. NATURMEGA S. A. company [hereinafter "C.I. NATURMEGA"] informs about the 

Personal Data Protection and Management Policy. 

1. OBJECTIVE 

Set forth the criteria for the collection, query, storage, ordering, classification, cataloguing, analysis, 

processing, use, dissemination and deletion of personal data that are subject to processing by C.I. 

NATURMEGA, either as Responsible and/or Designated over such, in compliance with the current legal 

regime as prescribed under Statutory Law 1581 of 2012 and other concordant regulations. 

2. SCOPE 

This Policy applies to all personal information registered in C.I. NATURMEGA's databases, whether as 

"Responsible" and/or "Designated" party, and concerning all the activities carried out in the execution 

of its corporate purpose and in relation to all the stakeholders with which it interacts. 

3. RESPONSIBILITY 

This disposition is aimed at collaborators, contractors, consultants, suppliers and third parties related to 

C.I. NATURMEGA. 

4. IDENTIFYING THE COMPANY RESPONSIBLE FOR THE MANAGEMENT PROCESS 

This Policy applies to C.I. NATURMEGA S.A., private company identified by NIT /Tax Identification Number) 

No. 900.115.386 - 7, with main address at Via 40 # 80-131 in the city of Barranquilla (Colombia). 

5. SERVICE CHANNELS 

The owners of the information or their successors may access information about them that is registered 

in the database of the C.I. NATURMEGA company through the following service channels: 

City Address Email 

Barranquilla  

(Colombia) 
Vía 40 # 80-131 habeasdata@naturmega.com 

6. LEGAL GROUNDS 

a. Political Constitution of Colombia, Article 15. 

b. Law 1266 of 2008. 

c. Regulatory Decrees 1727 of 2009 and 2952 of 2010. 

d. Law 1581 of 2012. 

e. Partial Regulatory Decree 1377 of 2013. 

f. Decree 886 of 2014. 
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g. Decree 1074 of 2015. 

h. Decree 255 of 2022. 

i. All other concordant regulations related to the protection of personal data in Colombia. 

7. DEFINITIONS 

For the purposes of interpretation, enforcement and implementation of this Policy, the following 

definitions shall apply: 

a. AUTHORIZATION: Prior, express and informed consent by the owner to carry out the processing of 

personal data. 

b.   PRIVACY NOTICE: Verbal or written communication generated by the party responsible over the 

information addressed to the owner for processing his/her personal data, through which he/she is 

informed about the existence of the data management policies that are be applicable, the way 

to access these policies and the purposes of the management process to be given to the personal 

data. 

c. DATABASE: An organized set of personal data that is subject to management.  

d. CHANNELS FOR EXERCISING RIGHTS: These are the means of receiving and attending to requests, 

queries and complaints that the party Responsible for management and the party Designated for 

Management must make available to the Owners of the data. 

e. PERSONAL DATA: Any piece of information linked to one or more specific individuals or that can be 

specified, or that can be associated with a private person. 

f. PUBLIC DATA: Data that is not semi-private, private or sensitive. Public data includes, among others, 

data related to the marital status of individuals, their profession or trade and their status as a 

merchant or public servant. By its nature, public data may be contained, inter alia, in public records, 

public documents, official news and gazettes, and duly enforceable court rulings that are not 

subject to confidentiality. 

g. SENSITIVE DATA: Sensitive data is understood to be data affecting the privacy of the owner or whose 

improper use may lead to discrimination, such as data revealing racial or ethnic origin, political 

orientation, religious or philosophical convictions, membership in trade unions, social or human rights 

organizations or that promote the interests of any political party or that guarantee the rights of 

opposition political parties, as well as data relating to health, sex life, and biometric data. 

h. DATA MANAGER: Private individual or legal person, public or private in nature, who by itself or in 

association with others, carries out the Management of personal data on behalf of the Data 

Manager. 

i. HABEAS DATA: The right of any person to know, update and rectify the information that has been 

collected about such person in the database and in the files of public and private entities. 

j. BINDING CORPORATE RULES: the policies, principles of good governance or codes of good business 

practices, of mandatory compliance, assumed by the data manager, established in the Colombian 

http://www.naturmega.com/


 
 

Policy 

Personal Data Protection and Management  
 

Manufacturing Site: Via 40 # 80 – 131                                                                                                                                                         Version 04 2026-06-16 

Barranquilla – Colombia                                                                                                                              Replaces Version 03 2024-03-01 

www.naturmega.com Code POL-03 

                                                                                                                                                         

Page 4 of 25 

 

territory, to make transfers or a set of transfers of personal data to a responsible party that is located 

outside the Colombian territory and that is part of the same business group. 

k. PERSONAL DATA PROTECTION AND MANAGEMENT POLICY: The formal document approved by C.I. 

NATURMEGA that reflects the conditions applicable to any Personal Data management operation. 

 l. DATA MANAGER: Private individual or legal person, public or private in nature, who by itself or in 

association with others, decides on the database and/or the way data is managed. 

m. OWNER: Private individual whose personal data is subject to a management process. 

n. MANAGEMENT: Any operation or set of operations on personal data, such as collection, storage, 

use, circulation or deletion. 

o. TRANSFER: The transfer of data takes place when the manager and/or designated party for 

managing personal data, located in Colombia, submits the information or personal data to a 

recipient, who in turn is responsible for the management and that might be inside or outside the 

country. 

p. TRANSMISSION: Management of personal data that involves the communication of such data within 

or outside the territory of the Republic of Colombia, with the purpose of carry out management or 

processing of such data by the person designated on behalf of the responsible party. 

8. PRINCIPLES 

As part of carrying out, interpreting and enforcing Law 1581 of 2012, which dictates general provisions 

for the protection of personal data and the regulations that complement, modify or add to it, the 

following guiding principles will be applied in a harmonious and comprehensive manner: 

a. PRINCIPLE OF LEGALITY: Data processing is a regulated activity that must be subject to the provisions 

under the law and any other provisions that verse on it. 

b. PRINCIPLE OF PURPOSE: The management process must obey a legitimate purpose in accordance 

with the Constitution and the Law, which must be informed to the owner. Regarding the collection 

of personal data, C.I. NATURMEGA will limit itself to that data that is pertinent and appropriate for 

the purpose for which it was collected or required, in accordance with the internal procedure 

manual for the management of information and databases. 

c. PRINCIPLE OF FREEDOM: The processing may only be exercised with the prior, express, and informed 

consent of the owner. Personal data may only be obtained or disclosed with prior authorization, or 

with the existence of a legal or judicial mandate that relieves consent. 

d. PRINCIPLE OF TRUTHFULNESS OR QUALITY: The information subject of processing must be truthful, 

complete, accurate, updated, verifiable and understandable. The management of partial, 

incomplete, fragmented or misleading data is prohibited. 

e. PRINCIPLE OF TRANSPARENCY: In the management process, the right of the owner to obtain from 

the manager or the designated party, at any time and without restrictions, information about the 

existence of data concerning him/her must be ensured. 

http://www.naturmega.com/
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f. PRINCIPLE OF RESTRICTED ACCESS AND DISSEMINATION: The management is subject to the limits that 

derive from the nature of the personal data, the provisions of the law and the Constitution. In this 

sense, the processing may only be carried out by individuals authorized by the owner and/or by the 

persons provided for under the law. Personal data, except for public information, may not be 

available on the internet or other 

tasks that include the management process, able only to provide or communicate personal data when 

this corresponds to the development of the activities authorized by law. 

9. RIGHTS OF THE OWNER OF THE INFORMATION 

The owner of the personal data will have the following rights: 

a. Know, update and rectify your personal data before C.I. NATURMEGA in its capacity as data 

manager. This right may be exercised, among others, against partial, inaccurate, incomplete, 

fragmented, misleading data, or data whose management process is expressly forbidden or has 

not been authorized. 

b. Request evidence of the authorization awarded to C.I. NATURMEGA, except when expressly 

exempted as a requirement for the management process. 

c. To be informed by C.I. NATURMEGA, upon request, regarding the use it has given to their personal 

data. 

d. To file complaints with the Superintendence of Industry and Commerce for any breach of the 

provisions set forth in Law 1581 of 2012 and the other regulations that modify, add or complement 

it. 

e. Revoke the authorization and/or request the deletion of the data when the Management process 

does not regard the constitutional and legal principles, rights and assurances. 

f. To have free access to your personal data that has been processed. 

10. DUTIES OF C.I. NATURMEGA 

a. Make use of the information contained in the databases only for the purpose for which it is 

authorized. 

b. Guarantee to the holder, at all times, the full and effective exercise of the right of habeas data. 

 d. Keep the information under the necessary security conditions to prevent tampering, loss, querying, 

use or unauthorized or fraudulent access. 

e. Carry out the timely updating, rectification or deletion of the data in the terms indicated by this 

policy in the section on Procedures - Complaints. 

f. Enable electronic communication or other means of communication that it deems relevant to allow 

for timely response to queries and complaints submitted by the owners of the information. 

http://www.naturmega.com/
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g. The requested information must be provided free of charge and by any means, as requested by 

the owner. The information must be easy to read, without technical barriers that prevent accessing 

it, and must correspond strictly to that which rests in the database. 

h. In the event that the certification of the authorized information is physically requested and/or it 

needs to be sent by certified mail, C.I. NATURMEGA company may require the applicant to pay the 

corresponding amount of expenses, without at any time being able to charge more than what is 

actually invoiced; in the event that it is required, C.I. NATURMEGA must demonstrate to the 

Superintendence of Industry and Commerce and provide supporting evidence of such expenses. 

i. Adopt the other necessary measures to ensure that the information provided hereto is kept up to 

date. 

j. Rectify information when it is incorrect. 

k. Comply with the instructions and requirements issued by the Superintendence of Industry and 

Commerce. 

l. Refrain from circulating information that is being disputed by the owner and whose blocking has 

been ordered by the Superintendence of Industry and Commerce. 

m. Allow access to information only to people who should have access to it. 

n. Inform the Superintendence of Industry and Commerce when there are security codes breaches 

and risks in the management of the owners´ information. 

o. Establish the necessary mechanisms to obtain authorization from data managers, which may be 

awarded through a hard copy or electronic document or in any other format that guarantees 

subsequent consultation. 

p. It is the obligation of C.I. NATURMEGA to keep evidence of authorization and deliver a copy to the 

owner of the information if required. 

q. Establish simple and free mechanisms that allow the owner to request the report, modification, 

deletion or updating of the data, which may be the same mechanisms used for awarding consent 

without affecting the expenses that may arise when issuing and sending such. 

r. The information subject to processing must be protected by the technical, human and 

administrative measures that are necessary to provide security to the records, preventing 

tampering, loss, querying, use or unauthorized or fraudulent access. 

For this purpose, C.I. NATURMEGA will maintain mandatory security protocols for personnel with access 

to personal data and information systems. 

s. The C.I. NATURMEGA staff involved in the management of personal data is obliged to guarantee 

the confidentiality of the information, even after the end of their connection with any of the tasks 

included in the management process, in accordance with the provisions of the employment 

contract and/or other provisions that are part of the relationship between the employee and the 

company. 

http://www.naturmega.com/
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t. Designate a "Personal Data Officer" who assumes the duties of personal data protection and who 

will also ensure that, through the service channels, that data owner requests are processed. 

u. In principle, management of personal data of children and teenagers is prohibited by law, unless it 

is data of a public nature and/or when such processing complies with the parameters and 

requirements enshrined in this Policy. 

v. The C.I. NATURMEGA company shall use personal data in accordance with the authorization 

provided by the owner(s) and will only transmit or transfer it to partners, affiliates or subsidiaries, third 

parties who may use the information for the development of their work acting on behalf of C.I. 

NATURMEGA and/or complying with the requirements of the authorities, abiding to the applicable 

laws on the matter and respecting the Service Agreements in force with third parties. 

w. Personal data may only be collected, stored, used or disseminated for as long as it is reasonable 

and necessary, in accordance with the motivations that justified their management, considering 

the legal provisions and administrative, accounting, fiscal, legal and historical aspects of the 

information. 

Once the purpose of the management process has been fulfilled and without affecting legal regulations 

to the contrary, C.I. NATURMEGA must delete the personal data. Notwithstanding the foregoing, 

personal data must be kept when required to comply with a legal or contractual obligation. 

x. Prove the existence of the "Personal Data Protection and Management Policy" and the way to 

access it, which will be published on the company's website, on social networks and at the main 

headquarters. 

y. For the collection, use and management process of personal data, C.I. NATURMEGA must comply 

with the following parameters: 

i. The management of the personal data collected must obey a legitimate purpose of which the 

owner must be informed. 

ii. The management of personal data can only be carried out with the prior, express and informed 

consent of the owner. 

iii. Personal data may not be obtained or disclosed without prior authorization, or in the absence of 

a legal or legal mandate that relieves such consent. 

iv. The information subject to management must be truthful, complete, accurate, updated, 

verifiable and understandable. 

v. The management of partial, incomplete, fragmented or misleading data is prohibited. 

vi. Guarantee the right of the owner to obtain, at any time and without restrictions, information 

about the existence of data concerning him/her. 

z. In the event of a substantial modification to this "Personal Data Protection and Management 

Policy", the C.I. NATURMEGA company must again request authorization for data management 

from the owner of the information. 

http://www.naturmega.com/
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11. AUTHORIZATION POLICY 

Without affecting the exceptions provided for in the Law, the management of the Owner's personal 

data requires prior and informed authorization from the Owner, which must be obtained by any means 

that may be subject to subsequent consultation. 

The authorization must contain the following information: 

a. Name and identification of the person from whom authorization is being requested. 

b. Identification of the data being collected. 

c. Purpose of the data subject to authorization. 

d. Information on the procedure for exercising rights of access, correction, updating or deleting the 

personal data provided. 

e. The rights that assist the owner of the data. 

f. Service channels provided by C.I. NATURMEGA. 

C.I. NATURMEGA, in the terms set forth in the Law, generated a notice (Privacy Notice) in which the 

owners are informed that they can exercise their right concerning the processing of personal data 

through the following service channels: 

City Address Email 

Barranquilla (Colombia) Vía 40 # 80-131 habeasdata@naturmega.com 

 

12. EVENTS IN WHICH THE AUTHORIZATION BY THE OWNER OF THE PERSONAL DATA IS NOT NECESSARY 

The authorization of the owner of the information will not be necessary in the following cases: 

a. Information required by a public or administrative entities in the exercise of its legal faculties or by 

court order. 

b. Data of a public nature. 

c. Cases of medical or health emergency. 

d. Management of information authorized by law for historical, statistical or scientific purposes. Data 

related to the Civil Records of individuals. 

13.  STANDING TO EXERCISE THE RIGHT OF THE OWNER 

The rights of the owners set forth in the Law may be exercised by the following persons: 

a. By the owner, who must prove his identity in a sufficient manner. 

b. By the successors of the owner, who must prove such status. 

http://www.naturmega.com/
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c. By the representative and/or attorney-in-fact of the owner, after accrediting representation or 

power of attorney. 

d. By a provision in favor of another or for another. The rights of children and teenagers shall be 

exercised by those who are empowered to represent them. 

14. MANAGEMENT PROCESS TO WHICH THE DATA WILL BE SUBJECT TO AND ITS PURPOSE 

The processing of the personal data of any individual associated with the corporate purpose of C.I. 

NATURMEGA, including customers, suppliers and consumers, will be ruled by the legal framework and in 

accordance with the following purposes, in general terms or when informing in any case where personal 

data collection operations are carried out:  

a. Internal management and management of the commercial relation with its stakeholders, 

customers, distributors and suppliers of the different business segments. 

b. Sending communications, mail, text messages, instant messaging systems, e-mails, or telephone 

contact to its customers, distributors, and consumers in connection with its commercial, 

advertising, marketing, promotional, sales, and other related activities. 

c. Personnel selection processes, management of contractual relationships, labor relations and to 

ensure the fulfillment of the obligations derived from it, granting benefits to its employees by itself 

or through third parties. 

d. Potential analysis with essentially commercial purposes, for suppliers, distributors and/or customers. 

e. Manage procedures (requests, complaints, claims), carry out risk analysis, carry out satisfaction 

surveys regarding the company's assets. 

f. Investigating events associated with products being manufactured and/or marketed. 

g. Tracking individuals who consume and/or acquire the products manufactured and/or marketed 

by the company. 

h. Deploy corporate social responsibility activities towards stakeholders. 

i. Manage the security of people, property and information assets in the organization's custody. 

j. Create databases for the purposes described in this authorization. 

Specifically in relation to each stakeholder group, C.I. NATURMEGA may have the following purposes: 

a. Purposes regarding Customers or Users of the Products or services: 

- Carry out the relevant steps for the development of the pre-contractual, contractual and post-

contractual stage with C.I. NATURMEGA, with respect to any of the products or services offered by 

C.I. NATURMEGA, whether acquired by the Owner or not, regarding any underlying business 

relationship that the Owner could have. 

http://www.naturmega.com/
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- Register the Owner in the systems, spreadsheets, lists, files, hard copy or electronic records, 

administered by C.I. NATURMEGA, for the purposes of executing the legal and commercial 

relationship that exists with C.I. NATURMEGA. 

- To carry out the electronic invoicing procedures for the products or services acquired by the 

Owner. 

- Maintain operations support, incident tracking, and compliance with contractual and legal 

obligations. 

- Comply with its legal and contractual obligations. 

- Send messages, notifications, or alerts through any means to send and disseminate legal, safety, 

promotion, commercial, advertising, marketing, institutional, or educational campaigns, 

sweepstakes, events, or other benefits. 

- To send electronic messages or make telephone contact, or through any other means, to 

advance the confirmation of the Owner's personal data necessary for the execution of the legal 

relationship established with C.I. NATURMEGA. 

- To contact the Account Holder by email, instant messaging, text messages, formal 

communications, telephone calls and/or any means known or to be known for the sending of 

contractual documents, information, account statements or invoices in relation to the obligations 

arising from the contracts entered into with C.I. NATURMEGA, in its different commercial 

establishments. 

- Provide the information to third parties with whom it has a contractual relationship and for which 

delivery of such data is necessary for the fulfillment of the contractual purpose. 

- Carry out the archiving and document management tasks for C.I. NATURMEGA, in accordance 

with the legal provisions in force. 

- For administrative and analytical purposes, such as administration of accounting, billing and 

auditing information systems, marketing, processing and verification of checks. 

- Share information with commercial partners for the offer of products and services, complying with 

all the authorizations required by law and this Policy. 

- Communicate news about C.I. NATURMEGA products, generate invitations to events or programs 

organized by the company. 

- Query, verify and confirm credit and commercial information of the Owner, in Credit Bureaus 

and/or Information Centers or in any other public or private, national, foreign or multilateral entity 

that administers or manages databases or credit information, or to any other financial entity in 

Colombia or abroad, or of a multilateral nature, about any information referring to the Owner, 

about the Owner´s credit, financial, commercial, service and third-country behavior of this nature, 

for the purposes of assessing and granting financing for the goods or products acquired with C.I. 

NATURMEGA, provided that the corresponding authorization exists. 

http://www.naturmega.com/
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- To make reports to the credit bureaus and information centers, all conditions and procedures 

established in the laws in force and especially regarding Law 1266 of 2008 and concordant 

regulations shall be complied with. 

- Manage the risk of Money Laundering, Terrorism Financing, Financing of the Proliferation of 

Weapons of Mass Destruction, corruption, and Transnational bribery. 

b. Purposes regarding candidates to be potential Workers: 

- Process the employment applications that C.I. NATURMEGA receives from candidates, process 

them and define them within the prescribed timeframe, according to the selection process or the 

summons. 

- To contact the Owner through email, instant messaging, text messages, formal communications, 

telephone calls and/or any means known or to be known in relation to the selection process or 

the summons. 

- Assess the worker's work capacity, to establish their suitability for future employment and/or to 

meet the requirements of the occupational preventive medicine guidelines. 

- Carry out the archiving and document management tasks of C.I. NATURMEGA, in accordance 

with the legal provisions in force. 

- Manage the risk of Money Laundering, Terrorism Financing, Financing of the Proliferation of 

Weapons of Mass Destruction, corruption, and Transnational bribery. 

c. Purposes regarding workers (employees): 

- To manage compliance with the terms established in the employment relationship such as: 

affiliation and contributions to social security entities, generation of an employment contract, 

generation and processing of payroll payments and labor benefits. 

- Comply with regulations on labor, social security, pensions, professional risks, family compensation 

funds (Comprehensive Social Security System) and taxes. 

- To comply with the instructions of the competent legal and administrative authorities; 

- Implement labor and organizational policies and strategies. 

- Include the employed data Owner in the development of the different training, development, 

welfare, occupational health and safety programs and activities established  by C.I. NATURMEGA 

for its employees. 

- Carry out preventive or occupational medicine procedures jointly with the occupational risk 

administrator. 

- Contact the worker to instruct such on orders concerning assigned job duties. 

- Carry out the archiving and document management tasks of C.I. NATURMEGA, in accordance 

with the legal provisions in force. 

http://www.naturmega.com/
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- Create cards and/or identification mechanisms for the Owner employed, with their biometric 

data, so that they can carry them and identify themselves as an employee of C.I. NATURMEGA. 

This is necessary in accordance with C.I. NATURMEGA security policy and will be handled as 

sensitive information with express authorization. 

- Establish and keep an access control record to the facilities of C.I. NATURMEGA, using biometric 

data, to facilitate their access and circulation within the facilities of C.I. NATURMEGA. This is 

necessary in accordance with C.I. NATURMEGA's security policy and the sensitive information that 

is processed will be managed in accordance with applicable law in force and in accordance 

with this Policy. 

- To contact the Owner by email, instant messaging, text messages, formal communications, 

telephone calls and/or any means known or to be known for the sending of contractual 

documents, information or invoices in relation to the obligations arising from the contracts with C.I. 

NATURMEGA. 

- Share information with commercial partners for the offer of products and services, complying with 

all the authorizations required by law and this Policy. 

- Communicate news about C.I. NATURMEGA products, invitations to events or programs organized 

by the company. 

- For administrative and analytical purposes, such as administration of accounting, billing and 

auditing information systems, marketing, check processing and verification. 

- Publish their face and personal image in the management reports, communications, billboards 

and corporate material of C.I. NATURMEGA, to document the organizational structure or training, 

development, welfare, occupational health and safety activities established by C.I. NATURMEGA. 

-   The photographic material of the employees may be collected and used for security in export 

operations, as well as for the traceability and verification of processes related to the handling, 

inspection, and dispatch of goods, in compliance with internal security protocols and applicable 

standards in the logistics chain. 

-   Manage, develop, and execute programs, activities, and benefits aimed at employee well-being, 

comprehensive development, and quality of life. 

- Carry out the scheduling, management, and recording of occupational medical and laboratory 

tests necessary for compliance with obligations regarding workplace safety and health. 

-  Manage the affiliation, administration, and reporting of information necessary for the enrollment of 

employees in life insurance policies contracted by the organization. 

-  Carry out the affiliation and administration of the benefits corresponding to the funeral insurance 

offered to employees, as well as manage the information required by the insurance entity. 

-   Obtain affiliation and contribution certificates to pension funds, as well as issue letters or withdrawal 

certifications when required. 
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- In the case of former officials, C.I. NATURMEGA may store, even after the termination of the 

employment contract, the information necessary to comply with the obligations that may arise by 

virtue of the employment relationship that existed under Colombian law, as well as provide the 

labor certifications that are requested by the former official or by third parties with whom he or she 

is undergoing a selection process. 

- Manage the risk of Money Laundering, Terrorism Financing, Financing of the Proliferation of 

Weapons of Mass Destruction, corruption, and Transnational bribery. 

d. Purposes regarding Suppliers or Contractors: 

- Register the Owner in the systems, spreadsheets, lists, files, hard copies or electronic records, 

administered by C.I. NATURMEGA, for the purposes of providing the contracted services. 

- To advance the electronic invoicing procedures for the contracted services. 

- Maintain operations support, incident tracking, and compliance with contractual and legal 

obligations. 

- Comply with its legal and contractual obligations. 

- To send electronic messages or make telephone contacts, or through any other means, to 

advance the confirmation of the Owner's personal data necessary for the execution of the legal 

relationship generated with C.I. NATURMEGA. 

- To contact the Owner by email, instant messaging, text messages, formal communications, 

telephone calls and/or any other means known or to be known, for the sending of contractual 

documents, information, account statements or invoices in relation to the obligations arising from 

the contracts entered into with C.I. NATURMEGA, in its different commercial establishments or 

offices. 

- Grant access to the interaction portals for suppliers and/or contractors to comply with all processes 

required internally by C.I. NATURMEGA. 

- Provide information to third parties with whom it has a contractual relationship and where it is 

necessary to provide such for the fulfillment of the contractual purpose. 

- Carry out the archiving and document management tasks of C.I. NATURMEGA, in accordance 

with the legal provisions in force. 

- Validate, verify and query the Owner's economic and transactional information in order to 

establish the legal relationship with C.I. NATURMEGA of checks. 

- Share information with commercial partners for the offer of products and services, complying with 

all the authorizations required by law and this Policy. 

- Communicate news about C.I. NATURMEGA products, invitations to events or programs organized 

by the company. 
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- Consult, verify and confirm credit and commercial information of the Owner, in credit Bureaus or 

Information Centers, or to any other public or private, national, foreign or multilateral entity that 

administers or manages databases or credit information, or to any other financial entity in 

Colombia or abroad, or of a multilateral nature, regarding all the information that refers to the 

Owner, on their credit, financial, commercial, service and third-country behavior of such nature. 

- To generate reports for the credit bureaus and information centers, all the conditions and 

procedures established in the laws in force and especially those in Law 1266 of 2008 and 

concordant regulations shall be complied with. 

- Manage the risk of Money Laundering, Terrorism Financing, Financing of the Proliferation of 

Weapons of Mass Destruction, corruption, and Transnational bribery. 

e. Purposes regarding C.I. NATURMEGA Shareholders: 

- To comply with the obligations and rights derived from the status as a shareholder of C.I. 

NATURMEGA. 

- Send electronic, physical and/or telephone communications using your contact details, to inform, 

summon or request your attendance at meetings of the corporate bodies of C.I. NATURMEGA 

where required, and/or to submit to you the documents and reports that will be considered at 

such meetings. 

- To submit to you any communications and information necessary for the exercise of your rights as 

a shareholder of C.I. NATURMEGA, and/or for the fulfilment of the obligations of C.I. NATURMEGA 

in favor of its shareholders. 

- Carry out the activities of comprehensive administration of the shareholders' records book. 

- Contact the Owner through email, instant messaging, text messages, formal communications, 

telephone calls and/or any other means known or to be known, for the submitting of contractual 

documents, information, account statements in relation to their status as a shareholder of C.I. 

NATURMEGA. 

- Carry out the archiving and document management tasks of C.I. NATURMEGA, in accordance 

with the legal provisions in force. 

- Provide information related to procedures, complaints and requests from shareholders. 

- Communicate news about C.I. NATURMEGA products, invitations to events or programs organized 

by the Organization. 

- To give access to the information to the legal or administrative authorities that request such data 

in the exercise of their faculties. 

- Manage the risk of Money Laundering, Terrorism Financing, Financing of the Proliferation of 

Weapons of Mass Destruction, corruption, and Transnational bribery. 

- The fulfilment of the necessary activities and purposes of the issuer-shareholder relationship. 
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f. Processing of Sensitive Personal Data Obtained Through Video Surveillance 

C.I. NATURMEGA uses various means of video surveillance installed in different internal and external 

locations of its facilities or offices. For this reason, it informs the public about the existence of these 

mechanisms by setting up and disseminating informative notices detailing the contact channels and 

the policies that govern such management process. 

The information collected through this mechanism is used for security purposes, to control and identify 

access to the headquarters, offices and commercial establishments of C.I. NATURMEGA; to maintain 

security and access control to buildings, establishments open to the public and other facilities; to 

promote the safety of people, goods and facilities; to improve our service and the experience in the 

facilities of C.I. NATURMEGA, likewise, as evidence in any type of proceeding before any type of 

authority or organization. 

C.I. NATURMEGA does not deliver video recordings obtained to any third party, unless there is a court 

order from a court or a competent authority or when the law allows it. 

Authorization regarding the handling of this personal data is understood as awarded through the 

intentional action of entering the facilities that are subject to video surveillance and monitoring by C.I. 

NATURMEGA. 

In any case, C.I. NATURMEGA reserves the right to inform the Data Owners of the purpose of each 

information Management process, of personal data, at the time of collecting such through the 

Authorization. In case that the personal data ceases to fulfill the purpose for which it was obtained, it will 

be eliminated from our databases under the terms and conditions indicated by Colombian legislation 

and/or the Policy. 

15. SENSITIVE DATA 

In the case of sensitive personal data, they may be used and managed when: 

a. The Owner has given explicit authorization for such Management, except in cases where granting 

of such authorization is not required by law. 

b. The Processing is necessary to safeguard the vital interest of the Owner and the Owner is physically 

or legally incapacitated. In these events, the legal representatives must grant their authorization. 

c. The Processing refers to data that is necessary for the recognition, exercise or defense of a right in 

a legal process. 

d. The Treatment has a historical, statistical, or scientific purpose. In this event, measures must be 

adopted to suppress the identity of the Owners. 

16.  PERSONS TO WHOM THE INFORMATION MAY BE PROVIDED 

Information that meets the conditions established by law may be provided to the following people: 

a. To the owners, their successors (when they are absent), their guardians or their legal 

representatives. 
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b. To public or administrative entities, in exercise of their legal faculties or by court order. 

c. To third parties authorized by the owner or by law. 

17. PROCESSING OF DATA OF CHILDREN AND ADOLESCENTS 

The company may process the personal data of children and adolescents. This information must be 

handled with the authorization of the parents or of the individuals legally empowered on their behalf. 

The processing of the data must respond to and respect the best interests of the children and 

adolescents, and the fundamental rights of these individuals must be ensured. 

The company may process information about children and adolescents in accordance with applicable 

regulations and for the following purposes: 

• Identification of employees' children in order to comply with legal obligations arising from the 

employment relationship, such as carrying out all necessary procedures to register beneficiaries with 

the authorities and with the Health Social Security System. 

• Communicate to employees the welfare activities that the company has organized for their families. 

• Carry out welfare activities that the company organizes for employees' families. 

18. INTERNATIONAL DATA TRANSFER 

The transfer of personal data to any person located in a country that is not secure for data protection is 

prohibited. Safe countries are understood to be those that have adopted Personal Data Protection 

Guidelines in their domestic legislation and/or comply with the standards set forth by the 

Superintendence of Industry and Commerce. 

Exceptionally, international data transfers may be carried out by C.I. NATURMEGA when: 

a. The owner of the data has granted his prior, express and unequivocal authorization to carry out 

the transfer. 

b. The transfer is necessary for the execution of a contract between the owner and C.I. NATURMEGA 

as responsible and/or designated for data management. 

c. These are bank and stock transfers in accordance with the legislation applicable to such 

transactions. 

d. It is a transfer of data within the framework of international treaties that are part of the Colombian 

legal system. 

e. Transfers legally required to safeguard public interest. 

f. Transfers included within the framework of the existing Services Agreement. 

 It will be the responsibility of the information technology area at C.I. NATURMEGA to give a favorable 

opinion on agreements or contracts that involve an international transfer of personal data, taking into 

account the applicable principles set out in this Policy as guidelines. Likewise, it will also be responsible 
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for making the relevant inquiries to the Superintendence of Industry and Commerce to ensure the 

circumstance of "safe country" in relation to the territory of destination and/or origin of the data. 

19. NTERNATIONAL TRANSFER OF PERSONAL DATA 

In the contractual relations entered into by C.I. NATURMEGA with suppliers located in third countries that 

do not have an adequate level of protection, in which they carry out any type of processing of personal 

information as Designated parties, the owners do not need to be informed, and their prior consent is 

unnecessary. The foregoing, if there is a contract in which the following is regulated: 

a. Scope of data management. 

b. Activities that the designated third party will carry out on behalf of C.I. NATURMEGA. 

c. The obligations of the third-party provider, as the designated party, towards the owners and C.I. 

NATURMEGA as responsible, according to the provisions of Colombian law. 

d. The obligation to process personal data only for the contracted purposes. 

e. The prohibition of managing personal data for unauthorized use. 

f. To process personal data in compliance with current Colombian legislation. 

g. Comply with the principles applicable to the management of personal data in force in Colombia. 

h. Adopt security measures in accordance with the criticality of the personal information managed 

under the contract concluded. 

i. To manage personal data in compliance with the principle of confidentiality. 

j. Notify within the term of the law in force in Colombia about any security incident that compromises 

the personal data being managed. 

k. The obligation to comply with the internal policy and regulations adopted by C.I. NATURMEGA on 

the protection of personal data. 

l. Establish the channels for exercising habeas data towards the owners of personal data, as well as 

for information requirements that C.I. NATURMEGA has. 

m. Any other obligation required for designated parties by virtue of the provisions of the Colombian 

regime for personal data protection. 

20. RETENTION OF PERSONAL DATA 

The custody of the information in each Database will correspond to the one reported at the time of data 

collection or that prescribed by C.I. NATURMEGA in accordance with the purpose. The C.I. NATURMEGA 

Databases will have the period of validity that corresponds to the purpose for which data management 

was authorized and that of the special rules that regulate the matter, as well as those rules that dictate 

the development of the corporate purpose of C.I. NATURMEGA. In any case, the information provided 

will remain stored for as long as necessary to allow us to comply with the purposes set out herein and for 
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the fulfilment of legal and/or contractual obligations of C.I. NATURMEGA, especially in topics of labor, 

accounting, tax and fiscal matters or for all the time necessary to comply with the provisions applicable 

in this matter and considering the administrative,  labor, accounting, tax, legal and historical information, 

or in any event provided for by law. 

For determining the reasonableness of the storage time of Personal Data in the Databases, by virtue of 

the nature of each Personal Data, the document retention times contained in the Procedure Manual of 

this Policy will be applied. 

21. PROCEDURES 

a. PROCEDURES FOR DEALING WITH QUERIES, CLAIMS AND REQUESTS. 

i. QUERIES. The owners, legal representatives, guardian, or their successors may query the personal 

information of the owner that is stored in any C.I. NATURMEGA database. The owner may send 

their questions or queries related to their personal data collected and processed by C.I. 

NATURMEGA through the service channels set out in this Policy. 

The C.I. NATURMEGA company will resolve your concern or query within ten (10) business days, 

following the date on which it has received it. When it is not possible to respond to the query within 

said period, the interested party will be informed before the expiration of the 10 days, stating the 

reasons for the delay and indicating the date on which the query will be answered, which in no 

case may exceed five (5) business days following the expiration of the first term. 

ii. CLAIMS. The owner (or their successors), legal representatives, guardian, who considers that the 

information contained in any C.I. NATURMEGA  database should be corrected, updated or 

deleted, or when they notice the alleged breach of any of the legal duties, may file the complaint 

through the service channels set out in this Policy. 

The complaint must contain at least: The identification of the owner of the personal data, the 

description of the facts that give rise to the claim, the address of the owner, and the documents 

that are to be asserted must be included as well. If this information is not included, the interested 

party will be required within five (5) days of receipt to correct any shortcoming. If two (2) months 

have elapsed since the date of the request without the applicant submitting the required 

information, it will be understood that the claim has been withdrawn. 

Once the complete claim has been received, a label will be included in the database maintained 

by C.I. NATURMEGA that reads "CLAIM IN PROCESS" and the reason for it, within a period of no 

more than two (2) business days. This label must be maintained until the claim is decided on. 

The maximum term for dealing with the claim will be fifteen (15) business days from the day 

following the date of receipt. When it is not possible to tend to it within said period, the interested 

party will be informed, before the expiration of the period, about the reasons for the delay and 

the date on which their claim will be addressed, which in no case may exceed eight (8) business 

days following the expiration of the first term. 

iii. SUPPRESSION. The right to delete data is not absolute, C.I. NATURMEGA can deny it when: 
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a. The owner has a legal or contractual duty to remain in the database. 

b. The deletion of data hinders judicial or administrative actions linked to tax obligations, the 

investigation and prosecution of crimes or the updating of administrative sanctions. 

c. The data is necessary to protect the legally protected interests of the data owner; to carry out 

an action for public interest, or to comply with an obligation legally acquired by the owner. 

d. If the termination of the personal data is appropriate, C.I. NATURMEGA must operationally 

carry out the deletion in such a way that the deletion does not allow the recovery of the 

information. 

22. AREA RESPONSIBLE FOR AND IN CHARGE OF THE PROTECTION OF PERSONAL DATA 

C.I. NATURMEGA, in compliance with the provisions of Law 1581 of 2012 and other regulations governing 

the protection of personal data in Colombia, has established an internal structure in charge of fully 

complying with all the regulations and this Policy, as shown below: 

PERSONAL DATA PROTECTION OFFICER 

He or she will be the person in charge of leading the personal data protection program at C.I. 

NATURMEGA, processing the requests of the Data Owners for the exercise of rights and has the following 

duties: 

a. Attend to all requests, requests, queries or claims submitted by the Owners. 

b. To administer the personal data protection system of C.I. NATURMEGA. 

c. Serve as a liaison and coordinator with the other areas of C.I. NATURMEGA to ensure cross-cutting 

implementation of the System. 

d. Maintain an inventory of the Databases within C.I. NATURMEGA and update the annual report 

according to the indications of the Competent Authority in Colombia (Superintendence of 

Industry and Commerce). 

e. Register and update the Databases with the National Registry of Databases (RNBD) 

f. Obtain statements of conformity when necessary. 

g. Integrate the policies for the protection and processing of personal data within the activities of C.I. 

NATURMEGA. 

h. Measure participation and rate performance in personal data protection training. 

i. Ensure the implementation of audit plans to verify compliance with this Policy. 

j. Accompany and assist C.I. NATURMEGA tending to visits, requests for information, disciplinary 

processes and/or response to requirements by the Competent Authorities. 

k. Monitor the personal data management program. 

l. Generate reports on information security incidents. 
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m. Consolidate and continuously improve the activities that are part of the personal data protection 

program. 

n. Promote the implementation of a system that allows managing the risks of personal data 

processing. 

o. Promote the culture of personal data protection at C.I. NATURMEGA. 

p. Review all C.I. NATURMEGA operations that may have an impact in relation to the protection of 

personal data. 

q. Analyze the responsibilities of each position at C.I. NATURMEGA in order to design a training 

program suitable for each profile. 

r. Carry out a general training program on personal data protection in C.I. NATURMEGA. 

s. Require that as part of C.I. NATURMEGA employee and officer evaluation, it is included that they 

have satisfactorily passed the training on personal data protection. 

t. Submit internal reports to C.I. NATURMEGA Senior Management of and/or to the authorities in 

charge of monitoring compliance with the rules and Policies. 

u. To make proposals for improvements, adjustments, modifications or new internal provisions in 

accordance with the regulations issued in relation to the protection of personal data at C.I. 

NATURMEGA. 

v. Submit to Senior Management the approval of documents related to the protection of personal 

data in C.I. NATURMEGA. 

The PERSONAL DATA PROTECTION OFFICER of C.I. NATURMEGA will be the area responsible for ensuring 

the protection of personal data and will also ensure processing through the service channels regarding 

the requests of data owners about rights of access, consultation, rectification, updating, deletion and 

revocation referred to in this manual are processed, in accordance with the regulations related to the 

subject. 

Inquiries and complaints must be processed through the service channels set forth in this Policy. 

23. INFORMATION SECURITY 

Information security is important to C.I. NATURMEGA, which is why it has physical, electronic and 

procedural protection measures for the confidential handling of the information contained in its 

database and institutional documents that make up the Information Security system, which must be 

applied in harmony with this Policy. 

Likewise, C.I. NATURMEGA undertakes executing all necessary security measures to protect your personal 

data from loss, improper use, unauthorized or fraudulent access, unauthorized disclosure, alteration, 

among others.  

C.I. NATURMEGA shall not be made liable for unlawful manipulation by third parties, technical or 

technological failures, which are outside its scope of protection. 
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24. ATTENTION TO REQUIREMENTS BY ADMINISTRATIVE AND JUDICIAL ENTITIES 

The PERSONAL DATA PROTECTION OFFICER will be the person in charge, along with the company's legal 

representative, of tending to any visit, request for information or request in relation to personal data. C.I. 

NATURMEGA may disclose the personal information of its Data Owners at the request of the competent 

Legal or Administrative Authorities in accordance with current legislation. C.I. NATURMEGA will not 

assume the damages derived from this disclosure of information, in compliance with orders of 

competent administrative or judiciary authorities. 

25. TERM OF VALIDITY AND MODIFICATIONS 

This policy was approved by the Senior Management of C.I. NATURMEGA and came into force on March 

24, 2023 and modifies all the provisions that had been issued previously by the organization. 

The databases where personal data will be recorded will be valid for the time in which the information 

is kept and used for the purposes described in this Policy. Once these purposes are fulfilled and if there 

is no legal or contractual duty to keep your information, your data will be deleted from our databases. 

26.  APPROVAL AND DISCLOSURE 

This document was reviewed, analyzed, and approved for implementation by C.I. NATURMEGA S.A. on 

March 24, 2023. 

C.I. NATURMEGA will carry out the corresponding disclosure with the corresponding stakeholders and 

evidence will be recorded under the FOA-01 Record of attendance to a training activity. 
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ANEXO 01 

TABLA DE RETENCIÓN DE DATOS PERSONALES EN LAS BASES DE DATOS  

EMPRESA: C.I NATURMEGA S.A 

OFICIAL DE PROTECCIÓN DE DATOS PERSONALES: 

  

DESCRIPCIÓN DOCUMENTAL 

Retención en Años 

TIEMPOS DE PRESCRIPCIÓN 

ORD Y EXT. 2 COLUMNAS. 

PERIODO DE 

CONSERVACIÓN + NO 

APLICA 

SOPORTE (X) DISPOSICIÓN FINAL (X) 

OBSERVACIONES 

Serie 
Tipo de 

información 
Gestión Central Inactivo Físico Digital 

Eliminación 

total 

Eliminación 

parcial 

Conservación 

total (digital) 

1 

INFORMACIÓN 

COMERCIAL 

(Clientes, 

Proveedores, 

Contratistas, 

Aliados) 

Registros contables 5 5 1         X 

*Art. 60 del Código de Comercio: Los 

libros y papeles del comercio 

deberán ser conservados mínimo por 

diez años, contados desde el cierre 

de aquéllos o la fecha del último 

asiento, documento o comprobante. 

Transcurrido este lapso, podrán ser 

destruidos, siempre que por cualquier 

medio técnico adecuado garantice 

su reproducción exacta.  

*Mientras la relación contractual esté 

vigente, puedo conservar 

información de la otra parte.  

*Art. 2536 del Código Civil: acción 

ordinaria prescribe en 10 años. 

Estados financieros 5 5 1         X 

Certificados de cámara de 

comercio 
5 5 1         X 

Inventarios y balances generales 5 5 1         X 

Contabilidad y sus 

comprobantes 
5 5 1         X 

Correspondencia comercial 5 5 1         X 

Propuestas enviadas, contratos, 

convenios. 
5 5 1         X 

Información personal de 

clientes, proveedores y 

contratistas 

5 5 1         X 
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DESCRIPCIÓN DOCUMENTAL 

Retención en Años 

TIEMPOS DE PRESCRIPCIÓN 

ORD Y EXT. 2 COLUMNAS. 

PERIODO DE 

CONSERVACIÓN + NO 

APLICA 

SOPORTE (X) DISPOSICIÓN FINAL (X) 

OBSERVACIONES 

Serie 
Tipo de 

información 
Gestión Central Inactivo Físico Digital 

Eliminación 

total 

Eliminación 

parcial 

Conservación 

total (digital) 

2 
INFORMACIÓN 

LABORAL 

Historia laboral (contrato, 

documento de identidad, 

fotografía, certificados, hoja 

de vida, cartas de 

vacaciones, evaluación de 

desempeño, afiliación de 

seguridad social, 

incluyendo hijos menores 

de edad, aprobación de 

licencias, renuncia, 

despido, ascensos, 

sanciones, títulos 

académicos, etc.) 

3 77 1         X 

*La empresa está obligada a expedir 

certificaciones de antiguos 

trabajadores en cualquier tiempo (art. 

57 del Código Sustantivo del Trabajo). 

*La UGPP puede requerir a la empresa. 

*El derecho a la pensión es 

imprescriptible. 

* El Archivo General de la Nación ha 

determinado que las entidades 

públicas deben conservar las historias 

laborales durante 80 años (no aplica 

para empresas privadas, pero es un 

parámetro razonable).  

*Art.  2.2.4.6.13 Decreto 1072 de 2015: 

los registros y documentos que 

soportan el SG-SST deben ser 

conservados durante 20 años, a partir 

de que cese la relación laboral 

Soportes - Sistema de 

Gestión de Seguridad y 

Salud en el Trabajo 

(suministro de elementos de 

protección, 

capacitaciones, reporte de 

accidentes, resultados, 

conceptos de exámenes 

de ingreso y retiro) 

3 17 1         X 

Comprobantes de nómina 

(pagos, aportes de 

cesantías, pagos de 

seguridad social, salud, 

pensión, ARL, etc.) 

3 77 1         X 

Historias clínicas 

ocupacionales 
3 17 1         X 

Hojas de vida - candidatos 

no contratados 
1 1 1         X 
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DESCRIPCIÓN DOCUMENTAL 

Retención en Años 

TIEMPOS DE PRESCRIPCIÓN 

ORD Y EXT. 2 COLUMNAS. 

PERIODO DE 

CONSERVACIÓN + NO 

APLICA 

SOPORTE (X) DISPOSICIÓN FINAL (X) 

OBSERVACIONES 

Serie 
Tipo de 

información 
Gestión Central Inactivo Físico Digital 

Eliminación 

total 

Eliminación 

parcial 

Conservación 

total (digital) 

3 

SEGURIDAD 

(Videovigilancia, 

control 

biométrico, 

control de 

acceso) 

Videograbaciones 6 meses 6 meses 1 mes           

Esta información debe 

conservarse por el tiempo que 

sea razonable y necesario, de 

acuerdo con la finalidad para la 

cual fueron recaudados. No hay 

un parámetro general en la ley, 

pero consideramos razonable el 

término de 1 año.  

Listados de acceso 6 meses 6 meses 1 mes           

Copia de documentos de 

identidad 
6 meses 6 meses 1 mes           

Registros de huella 6 meses 6 meses 1 mes           

Fotografías 6 meses 6 meses 1 mes           

4 
INFORMACIÓN 

SENSIBLE (SALUD) 

Historia clínica 3 17 1         X *Cuando se trate de 

trabajadores: conservar durante 

20 años, a partir de que cese la 

relación laboral. 

*Cuando se trate de terceros: 

debe conservarse por el tiempo 

que sea razonable y necesario, 

de acuerdo con la finalidad para 

la cual fueron recaudados. No 

hay un parámetro general en la 

ley. Sin embargo, como se trata 

de información sensible, la 

empresa debería suprimirla a la 

mayor brevedad. Sugerimos el 

término de 1 año, contados 

desde que se haya agotado la 

finalidad 

Fórmulas médicas 3 17 1         X 

Exámenes de diagnóstico 3 17 1         X 

Incapacidades laborales 3 17 1         X 

Soportes de encuestas y jornadas 

en las que se recolecten datos 

de salud 

3 17 1         X 

Información de menores de edad 6 meses 6 meses 1 mes           
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DESCRIPCIÓN DOCUMENTAL 

Retención en Años 

TIEMPOS DE PRESCRIPCIÓN 

ORD Y EXT. 2 COLUMNAS. 

PERIODO DE 

CONSERVACIÓN + NO 

APLICA 

SOPORTE (X) DISPOSICIÓN FINAL (X) 

OBSERVACIONES 

Serie 
Tipo de 

información 
Gestión Central Inactivo Físico Digital 

Eliminación 

total 

Eliminación 

parcial 

Conservación 

total (digital) 

5 

INFORMACIÓN 

SENSIBLE NO 

ASOCIADA A 

SALUD (sobre 

orientación 

sexual, religiosa, 

política, o 

cualquier dato 

íntimo que 

pueda dar lugar 

a 

discriminación) 

Encuestas o formatos en los que se 

recopile esta información 
6 meses 6 meses 1 mes           

Esta información debe conservarse 

por el tiempo que sea razonable y 

necesario, de acuerdo con la 

finalidad para la cual fueron 

recaudados. No hay un parámetro 

general en la ley. Sin embargo, 

como se trata de información 

sensible, la empresa debería 

suprimirla a la mayor brevedad. 

Sugerimos el término de 1 año, 

contados desde que se haya 

agotado la finalidad. 

Información de menores de edad 6 meses 6 meses 1 mes           

6 
Información 

societaria 

Libro de registro de accionistas 5 5 1         X 
*Art. 60 del Código de Comercio: 

Los libros y papeles del comercio 

deberán ser conservados mínimo 

por diez años, contados desde el 

cierre de aquéllos o la fecha del 

último asiento, documento o 

comprobante. Transcurrido este 

lapso, podrán ser destruidos, 

siempre que por cualquier medio 

técnico adecuado garantice su 

reproducción exacta.  

*Superintendencia de Sociedades 

(concepto 220-32425 del 24 de 

marzo de 2021): en concordancia 

con el término de prescripción de 

acciones contra los liquidadores, 

estos deberán conservar los libros 

de comercio de la sociedad 

liquidada por un tiempo de 5 años 

contados a partir de la aprobación 

de la cuenta final de liquidación. 

Libro de actas de asamblea / junta 5 5 1         X 

Soportes de distribución de 

utilidades 
5 5 1         X 

Proyecto de fusiones, escisiones y 

adquisiciones 
5 5 1         X 

Trazabilidad de convocatoria a 

reuniones 
5 5 1         X 

Soportes de control interno -

SAGRILAFT. 
5 5 1         X 
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