Subject: New York Website Requirement: Standard Operating Procedures (SOP)
Dear [Web Development Team/Website Manager],

In compliance with New York regulations, it is mandated that a Standard Operating
Procedures (SOP) document be added to the website footer of every New York-based
website. This document serves as a comprehensive guide outlining the standardized
processes and procedures implemented by the website to ensure legal and ethical
compliance, user security, and overall transparency.

Key components to be included in the SOP document:

1. Website Operations Overview:
o A brief description of the website's purpose, functions, and key features.
2. User Data and Privacy Protection:

o Information on how user data is collected, stored, and protected in

accordance with New York state and federal privacy laws.
3. Terms of Service:

o Clear and concise terms of service outlining the terms and conditions

users agree to when accessing and using the website.
4. Security Measures:

o Details on the security measures in place to safeguard user information

and protect against unauthorized access.
5. Compliance with Regulations:

o Assurance that the website adheres to all relevant state and federal
regulations governing online operations, including but not limited to
anti-discrimination laws and accessibility standards.

6. Contact Information:

o Contact details for users to reach out regarding any concerns, queries, or

requests related to the website or its operations.

Implementation Guidelines:

e The SOP document should be prominently displayed in the footer section of the
website for easy accessibility by users.

e Ensure that the document is easily downloadable or printable for users who may
wish to retain a copy for their records.

e Regularly review and update the SOP document to reflect any changes in
operations, policies, or regulations.



Thank you for your prompt attention to this matter. Failure to comply with this
requirement may result in legal consequences. If you have any questions or require
further clarification, please do not hesitate to contact [Authorized Department/Contact
Person].

Sincerely,

Anesha Nesbitt Realtor 845-825-2341



