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POLÍTICA DE PRIVACIDADE E PROTEÇÃO DE DADOS PESSOAIS 
 
 
O escritório Renato Melquíades Advocacia (“Escritório”) tem o compromisso de proteger a 
privacidade dos dados pessoais de seus colaboradores, clientes, parceiros de negócios e 
outras pessoas envolvidas em suas atividades.  
 
Não apenas pela necessidade legalmente imposta de proteção aos dados pessoais tratados, 
mas pelo papel fundamental desempenhado pela confidencialidade em todos os serviços e 
relacionamentos mantidos pelo Escritório. 
 
Por isso, o Escritório implementou um programa de privacidade e proteção de dados, para 
estabelecer e manter padrões elevados para coletar, usar, divulgar, armazenar, proteger, 
acessar, transferir ou processar dados pessoais em todos os serviços e atividades realizados.  
 
Esta Política de Privacidade e Proteção de Dados Pessoais (“Política”) é a base do programa 
e descreve a abordagem adotado Escritório ao processar dados pessoais em suas atividades. 
 
 
1. OBJETIVO: 
 
Esta Política é um documento informativo, que expõe aos clientes e ao público em geral a 
forma como o Escritório realiza o tratamento dos dados pessoais em suas atividades e 
operações, garantindo os direitos dos titulares, principalmente no que tange à 
confidencialidade, à integridade e à disponibilidade dos dados. 
 
O seu conteúdo origina-se da responsabilidade de que os agentes de tratamento de dados 
sejam transparentes no relacionamento com o titular de dados e informem como as 
atividades de tratamento de dados atendem os princípios da Lei Geral de Proteção de Dados 
Pessoais (“LGPD”).  
 
Esta Política define como os dados são protegidos nos processos de coleta, registro, 
armazenamento, uso, compartilhamento e eliminação. 
 
O Escritório está comprometido com a proteção de dados e informações pessoais. Todos os 
sócios, colaboradores, prestadores de serviços, fornecedores, consultores e prestadores de 
serviços em geral devem cumprir esta Política. 
 
Esta Política foi instituída para expor o compromisso do Escritório com a segurança das 
informações e dos dados pessoais, indicando as diretrizes e os procedimentos utilizados 
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para o tratamento dos dados pessoais nas suas atividades, tudo em conformidade com a 
LGPD e com o Marco Civil da Internet (“MCI”). 
 
 
2. DEFINIÇÕES: 
 
Dados pessoais. A lei brasileira define "dado pessoal" como todo aquele que se refira a uma 
pessoa física identificada ou identificável. Na prática, a expressão compreende todo dado 
que permite identificar uma pessoa, como por exemplo: nome, CPF, n° de identidade, 
fotografia etc. Além disso, os dados pessoais podem ser sensíveis ou não. 
 
Dados pessoais sensíveis. Um dado pessoal sensível é aquele que se refere à origem racial 
ou étnica, convicção religiosa, opinião política, filiação a sindicato ou a organização de 
caráter religioso, filosófico ou político, dado referente à saúde ou à vida sexual, dado 
genético ou biométrico, quando vinculado a uma pessoa natural. 
 
Titular. Pessoa natural a quem se referem os dados pessoais que são objeto de tratamento. 
 
Controlador. Pessoa natural ou jurídica, de direito público ou privado, a quem competem as 
decisões referentes ao tratamento de dados pessoais. 
 
Operador. Pessoa natural ou jurídica, de direito público ou privado, que realiza o tratamento 
de dados pessoais em nome do controlador. 
 
Encarregado de Proteção de Dados (ou DPO). Pessoa indicada pelo controlador e operador 
para atuar como canal de comunicação entre o controlador, os titulares dos dados e a 
Autoridade Nacional de Proteção de Dados (ANPD). 
 
Agentes de tratamento. O controlador e o operador. 
 
Clientes. Pessoa jurídica ou física contratante dos serviços do Escritório. 
 
Representantes legais dos Clientes. Pessoa indicada como administrador ou procurador do 
Cliente, respondendo pelos seus atos de gestão. 
 
Sócios dos Clientes. Pessoas físicas ou jurídicas, que possuem parte (ou a totalidade) do 
capital social de uma pessoa jurídica contratante do Escritório. 
 
Tratamento. Toda operação realizada com dados pessoais, como as que se referem a coleta, 
produção, recepção, classificação, utilização, acesso, reprodução, transmissão, distribuição, 
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processamento, arquivamento, armazenamento, eliminação, avaliação ou controle da 
informação, modificação, comunicação, transferência, difusão ou extração. 
 
Uso compartilhado de dados. Comunicação, difusão, transferência internacional, 
interconexão de dados pessoais ou tratamento compartilhado de bancos de dados pessoais 
por órgãos e entidades públicos no cumprimento de suas competências legais, ou entre 
esses e entes privados, reciprocamente, com autorização específica, para uma ou mais 
modalidades de tratamento permitidas por esses entes públicos, ou entes privados. 
 
Autoridade Nacional de Proteção de Dados (ANPD). Órgão da administração pública 
responsável por zelar, implementar e fiscalizar o cumprimento desta Lei em todo o território 
nacional. 
 
Agente público. Todo aquele que exerce, ainda que transitoriamente ou sem remuneração, 
por eleição, nomeação, designação, contratação ou qualquer outra forma de investidura ou 
vínculo, mandato, cargo, emprego ou função nos órgãos e entidades da Administração 
Pública, direta e indireta. 
 
Agentes de Estado. Inclui órgãos e entidades da Administração pública além dos seus 
agentes públicos. 
 
Internet. Sistema constituído do conjunto de protocolos lógicos, estruturado em escala 
mundial para uso público e irrestrito, com a finalidade de possibilitar a comunicação de 
dados entre terminais por meio de diferentes redes. 
 
Sítios e aplicativos. Sítios e aplicativos por meio dos quais o usuário acessa os serviços e 
conteúdos disponibilizados. 
 
Terceiro. Pessoa ou entidade que não participa diretamente em um contrato, em um ato 
jurídico ou em um negócio, ou que, para além das partes envolvidas, pode ter interesse num 
processo jurídico. 
 
Cookies. São arquivos de informação que são armazenados no seu computador ou 
dispositivos móveis através do navegador de internet (browser). Estes arquivos permitem 
que, durante um período de tempo, um website “se lembre” das ações e preferências 
registradas em nome do Usuário. O uso de cookies existe para que o Usuário, ao regressar 
a um website que já visitou, não tenha, em princípio, que indicar novamente as suas 
preferências de navegação (idioma, fonte, forma de visualização etc). Os cookies podem ser 
persistentes ou de sessão. 
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Termo de consentimento. Documento que coleta manifestação pessoal, informada e 
específica, favorável ao tratamento dos dados pessoais para finalidades determinadas. 
 
 
3. POLÍTICA DE PRIVACIDADE: 
 
O Escritório compromete-se a manter sob sigilo todas as informações confidenciais e todos 
os dados a que teve acesso, conhecimento ou posse, não as divulgando a nenhum terceiro, 
quer seja pessoa física ou jurídica, sem o consentimento prévio por escrito dos Titulares ou 
nas demais hipóteses legalmente previstas, além de guardar e manter todas as informações 
confidenciais e todos os dados em local seguro e adequadamente protegidos, de forma a 
assegurar que nenhuma pessoa não autorizada tenha acesso. 
 
 
3.1. TRATAMENTO DOS DADOS PESSOAIS: 
 
O tratamento de dados pessoais dos clientes do Escritório será realizado de acordo com o 
expresso e inequívoco consentimento dos Titulares ou, ainda, nas seguintes hipóteses: 
 
● Cumprimento de obrigação legal ou regulatória; 
● Pela administração pública, para a execução de políticas públicas, incluindo o 
tratamento e uso compartilhado de dados; 
● Realização de estudos por órgão de pesquisa, via anonimização dos dados pessoais, 
sempre que possível; 
● Quando necessário para a execução de contrato ou de procedimentos preliminares 
relacionados a contrato do qual seja parte o titular; 
● Exercício regular de direitos em processo judicial, administrativo ou arbitral; 
● Proteção da vida ou da segurança física do titular ou de terceiro; 
● Tutela da saúde, exclusivamente, em procedimento realizado por profissionais de 
saúde, serviços de saúde ou autoridade sanitária; 
● Quando necessário para atender ao legítimo interesse do controlador ou de terceiro; 
● Proteção do crédito, inclusive quanto ao disposto na legislação pertinente; e 
● Atendimento de sua finalidade pública, na persecução do interesse público, com o 
objetivo de executar as competências ou cumprir as atribuições legais do serviço judicial. 
 
Entende-se o legítimo interesse do controlador como base legal para tratamento de dados 
pessoais em situações de apoio e promoção às suas atividades ou, ainda, de proteção do 
exercício regular de seus direitos ou da prestação de serviços que o beneficiem, respeitados 
os direitos e liberdades fundamentais dos Titulares. 
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No que tange aos dados pessoais tratados em decorrência das atividades de assessoria 
jurídica prestadas aos Clientes, o Escritório assume a posição de co-controlador dos dados, 
motivo pelo qual deverá observar as hipóteses de tratamento acima indicadas, em absoluta 
obediência aos termos da LGPD.  
 
Todavia, não se necessita de consentimento dos Titulares nesta hipótese, eis que os dados 
serão tratados no interesse legítimo dos Clientes, em cumprimento ao dever legal do 
Controlador ou de acordo com outra hipótese prevista na LGPD, limitando-se seu uso aos 
fins específicos e necessários. 
 
 
3.2. DADOS COLETADOS. 
 
O Escritório coleta dados pessoais em suas atividades, seja de Clientes ou de terceiros, 
sempre no interesse legítimo da prestação de serviços jurídicos em benefício de seus 
contratantes. 
 
Dados coletados para cadastro de Clientes: 
  
O Escritório coleta os seguintes dados pessoais dos Sócios ou Representantes Legais dos 
Clientes, no intuito de manter relacionamento e realizar as atividades necessárias ao 
cumprimento do contrato de prestação de serviços e ao cadastramento em seus sistemas e 
registros: nome completo, endereço físico e/ou de e-mail, CPF, telefone fixo e/ou celular, e 
dados financeiros (conforme aplicável ao serviço).  
 
 Dados de Terceiros coletados para atendimento a demandas de Clientes: 
  
O Escritório coleta dados pessoais de Terceiros, sempre no interesse legítimo da prestação 
de serviços jurídicos e do atendimento às demandas de Clientes, em bancos públicos ou 
privados de dados, assegurando a proteção da confidencialidade, da integridade e da 
disponibilidade das informações, em todo o ciclo de vida dos Dados, nos arquivos do 
Escritório. 
 
  
Dados coletados para navegação no site e comunicações institucionais: 
  
O Escritório coleta dados pessoais das pessoas físicas que se cadastram em seu site 
(www.melquiadesadv.com.br) para recebimento dos seus informativos e comunicações 
institucionais e técnicas, principalmente o nome e o endereço de email, assegurando, 
contudo, o imediato descadastramento e as informações dos Titulares. 
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Também é possível que o Escritório realize a coleta de dados pessoais a partir do acesso do 
Titular ao site, incluindo sua localização aproximada (latitude e longitude), seu endereço de 
IP, as informações do seu dispositivo de acesso (como identificador da unidade, identificador 
de publicidade, nome e tipo de sistema operacional) e da sua conexão de internet, e as 
páginas e os conteúdos que acessa em nosso site.  
 
Dados obtidos de terceiros: 
  
O Escritório coleta dados pessoais de terceiros, prestadores de serviços, parceiros e, 
eventualmente, litigantes, sempre em decorrência dos serviços jurídicos prestados a 
Clientes, de acordo com a legislação aplicável. 
  
 
3.4. DIREITOS DOS TITULARES. 
 
Todos os dados coletados pelo Escritório são tratados com a garantia fidedigna de livre 
exercício dos direitos de privacidade pelos seus respectivos titulares. 
  
O titular poderá exercer seus direitos e sanear dúvidas sobre seus dados pessoais tratados 
pelo Escritório, através de contato pelo email (privacidade@melquiadesadv.com.br) ou por 
meio de questionamento encaminhado via formulário em nosso site. 
 
Os direitos dos titulares poderão ser processados e exercidos das seguintes formas: 
  
● Ter ciência dos dados e solicitar sua retificação, quando estiverem incompletos, 
inexatos ou desatualizados.  
● O titular pode solicitar a exclusão dos seus dados armazenados, sendo que o 
Escritório fará a exclusão definitiva de seus dados em até 180 dias, caso não haja justificativa 
legítima para a manutenção de seu tratamento. 
● Após a exclusão, o Escritório poderá manter os Dados somente (a) pelo prazo 
necessário para fins de processos judiciais, administrativos e arbitrais, (b) para cumprimento 
de obrigação legal e/ou regulatória, (c) para o exercício regular de direitos, como, por 
exemplo, fazer valer os seus direitos com base no contrato e/ou Termos de Uso aplicáveis 
ou (d) em formato anonimizado, tudo nos termos da Lei nº 13.709/2018. 
● O titular pode solicitar a exclusão de seus dados pessoais dos cadastros do Escritório 
relacionado às comunicações informativas, institucionais e técnicas, o que será realizado de 
imediato. 
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3.5. FINALIDADES: 
 
A finalidade do tratamento dos dados pessoais deve ser indicada e pautada em 
fundamentações claras e legítimas, a partir de situações concretas, e somente serão 
coletados os dados estritamente necessários para essa finalidade. 
 
Fornecimento de serviços: 
  
● Cumprir com os termos e condições desta Política;  
● Viabilizar a prestação dos serviços jurídicos contratados;  
● Entregar conteúdo impresso e/ou digital;  
● Cumprir os termos dos contratos de honorários e prestação de serviços advocatícios, 
inclusive quanto aos aspectos financeiros e obrigacionais; 
● Confirmar e completar os dados pessoais, conforme a relação estabelecida com o 
titular. 
 
Comunicação com o titular: 
  
● Responder ao titular que entra em contato com o Escritório, conforme a relação 
estabelecida;  
● Realizar enquetes e pesquisas com o intuito de testar, resolver problemas, aprimorar 
ou avaliar nossos serviços;  
● Comunicar informações, notícias ou assuntos relevantes, bem como questões 
institucionais relacionadas ao Escritório;  
● Informar sobre mudanças em nossos termos, serviços ou políticas (incluindo esta 
Política). 
 
Proteção e segurança de dados pessoais: 
  
● Prover suporte técnico e operacional e garantir a segurança e a funcionalidade dos 
serviços; 
● Prevenir atividades ilegais, fraudulentas ou suspeitas, que possam provocar danos a 
o Escritório ou a terceiros;  
● Prevenir problemas técnicos ou de segurança;  
● Proteger direitos e propriedades do Escritório, inclusive de invasões e hackeamento; 
● Proteger os direitos de propriedade de terceiros que usam os serviços do Escritório. 
  
Personalização de atendimento e serviços: 
  
● Produção de conteúdo e comunicações direcionados ao Titular, pertinentes aos 
serviços e às áreas de atuação do Escritório; 
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● Fazer inferências sobre conteúdos e temas que possam ser do interesse do titular;  
● Criar um perfil para o titular, personalizando a sua experiência nos serviços do 
Escritório. 
  
Cumprimento de obrigações legais e regulatórias: 
  
● Cumprir determinações legais, judiciais e administrativas e ofícios de autoridades 
competentes; 
● Tomar ou provocar medidas legais, judiciais e administrativas para defender os 
direitos do Escritório e de terceiros, inclusive em qualquer processo judicial ou 
administrativo; 
● Compartilhamento dos dados com terceiros, para cumprir exigências legais, 
regulatórias ou fiscais. 
  
 
3.6. CONSENTIMENTO: 
 
O consentimento referente à coleta de dados pessoais é obtido de forma livre, expressa, 
individual, clara, específica e legítima e poderá ser revogado a qualquer momento pelo 
Titular. 
 
Ao solicitar os seus dados pessoais, o Escritório poderá solicitar o consentimento do Titular 
por meio do Termo de Consentimento, seguindo e cumprindo as obrigações legais e 
regulatórias. 
 
• Informações que você oferece. Podemos coletar dados fornecidos por você no cadastro, 
tais como nome e sobrenome, endereço para correspondência, endereço de e-mail, 
informações de pagamento, endereço IP, outras informações de contato on-line, número de 
telefone e demais informações requeridas no cadastro ou vinculados às mídias. 
 
• Comunicação. Podemos registrar e gravar todos os dados fornecidos em toda comunicação 
realizada com nossa equipe, seja por correio eletrônico, mensagens, telefone ou qualquer 
outro meio. 
 
• Informações sobre pagamentos. Ao submeter seus dados para pagamento, podemos 
coletar informações sobre a compra ou transação. Isso abrange suas informações de 
pagamento, como os dados do seu cartão de crédito ou débito, informações de conta e 
autenticação, além dos dados de faturamento, tais como endereço completo, CPF e CNPJ. 
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• Endereço eletrônico (e-mail). Ao se cadastrar no site do Escritório, coletamos o seu e-mail 
para fins cadastrais, pelo qual ocorrerão as comunicações de atualizações da plataforma, 
promoções e gerenciamento de sua conta. 
 
 
3.7. COOKIES. 
 
Os cookies são pequenos ficheiros de texto, que podem ser utilizados por websites para 
tornar a experiência do utilizador mais eficiente. 
 
Registramos dados de sua visita ao site do Escritório através de cookies e outras tecnologias 
de rastreamento, incluindo seu endereço IP e nome de domínio, a versão do seu navegador 
e do seu sistema operacional, dados de tráfego online, dados de localização, logs da web e 
outros dados de navegação.  
 
Poderemos recolher dados pessoais limitados ao que o seu navegador disponibiliza ao nosso 
site quando nos visita.  
 
Essas informações de registo incluem o seu endereço de IP, tipo de navegador, idioma do 
navegador, data e hora da sua visita e um ou mais cookies que podem identificar 
exclusivamente o seu navegador (para obter mais informações, consulte a nossa política de 
Cookies).  
 
A lei diz que podemos armazenar cookies no seu dispositivo se forem estritamente 
necessários para o funcionamento deste site. Para todos os outros tipos de cookies 
precisamos da sua permissão. 
 
Este site utiliza diferentes tipos de cookies. Alguns cookies são colocados por serviços 
independentes que aparecem nas nossas páginas. 
 
Necessários. Os cookies necessários ajudam a tornar um website útil, permitindo funções 
básicas, como a navegação e o acesso à página para proteger áreas do website. O website 
pode não funcionar corretamente sem estes cookies. 
 
Preferências. Os cookies de preferência permitem que um website memorize as 
informações que mudam o comportamento ou o aspecto do website, como o seu idioma 
preferido ou a região em que se você encontra. 
 
Estatísticas. Os cookies de estatística ajudam os proprietários de websites a entenderem 
como os visitantes interagem com os websites, recolhendo e divulgando informações de 
forma anónima. 
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3.8. COMPARTILHAMENTO DE DADOS: 
 
Google Workspace 
 
Os dados fornecidos ao Escritório são compartilhados com o Google Workspace1, 
plataforma de armazenagem on cloud storage, produção e edição de arquivos, organização 
e catalogação de dados e conteúdos, etc. 
 
O cumprimento das regras de proteção de dados e a garantia de segurança das informações 
compartilhadas com o Google Workspace podem ser compreendidos melhor com a leitura 
do documento (em inglês) constante no Anexo II da presente Política. 
 
Como o Google mantém as informações protegidas e impede o acesso não autorizado aos 
dados? 
 
O Google Workspace foi desenvolvido desde o início para reduzir as ameaças específicas dos 
sistemas de nuvem. Os padrões de desempenho e confiabilidade do Google se aplicam a 
empresas, escolas e instituições governamentais em todo o mundo. 
 
A tecnologia, a escala e a agilidade da nossa infraestrutura oferecem benefícios exclusivos 
de segurança para nossos clientes. Nossa enorme rede de data centers conta com servidores 
personalizados que executam nosso próprio sistema operacional para garantir segurança e 
desempenho. Como o Google controla toda sua pilha de hardware, somos capazes de reagir 
rapidamente a ameaças que possam surgir. 
 
O Google emprega profissionais de segurança dedicados que trabalham para proteger seus 
dados, incluindo alguns dos principais especialistas em segurança de computadores. Como 
todas as equipes do Google, a equipe de segurança está sempre inovando e tornando o 
futuro mais seguro para os bilhões de usuários do Google e para organizações comerciais. 
 
O Google tem um excelente histórico de proteção dos dados dos usuários. Protegemos esses 
dados de invasores externos e, também, de ameaças internas. Também restringimos e 
monitoramos rigorosamente qualquer acesso interno aos dados dos usuários. O pequeno 
grupo de funcionários com acesso está sujeito a medidas de autenticação rigorosas, registro 
detalhado e verificação de atividade para detectar o acesso indevido através da análise de 
registros. 
 

 
1 Disponível em https://workspace.google.com/intl/pt-BR/faq/ , acesso em 13 de abril de 2.022, às 17:50 horas. 
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É essa combinação única de pessoas, tecnologia e agilidade que garante que seus dados 
estão seguros no Google. 
 
O Google Workspace atende aos requisitos de compliance? 
 
O Google desenvolveu o Google Workspace com padrões de privacidade e segurança muito 
rigorosos, tendo como base as práticas recomendadas do setor. Isso ajuda nossos clientes a 
atender aos requisitos normativos e de compliance.  
 
O Google mantém compromissos contratuais sólidos em relação à propriedade dos dados, 
uso dos dados, segurança, transparência e responsabilidade. 
 
O Google passa regularmente por diversas auditorias independentes de terceiros. Os 
auditores independentes avaliam os controles presentes nos nossos data centers, 
infraestrutura e operações. Exemplos dessas auditorias e padrões incluem: 
SOC1™ (SSAE-16/ISAE-3402), SOC2™, SOC3™, ISO27001, ISO 27018:2014 e FedRAMP. 
 
Saiba mais sobre as certificações em  Segurança e confiança. 
 
O Google criptografa os dados? 
 
Os principais dados dos clientes que são enviados por upload ou criados nos serviços do 
Google Workspace são criptografados em repouso, conforme descrito neste artigo da 
Central de Ajuda. 
 
Essa criptografia é feita quando os dados são gravados no disco, sem necessidade de 
intervenção do cliente. O Google criptografa os dados com várias chaves de criptografia, 
mesmo que eles pertençam ao mesmo cliente.  
 
Os dados são criptografados usando o Padrão de criptografia avançado (AES, na sigla em 
inglês) de 128 bits ou superior. 
 
O Google criptografa os principais dados do Google Workspace enquanto eles estão "em 
trânsito", tanto no deslocamento pela Internet entre o cliente e o Google, quanto na 
movimentação dentro do Google, quando eles passam de um data center para outro, 
usando HTTPS com o protocolo Forward Secrecy. 
 
Todos os recursos e compromissos contratuais atendem aos requisitos de proteção de dados 
da União Europeia e às orientações do Grupo de Trabalho do Artigo 29.  
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DocTransfer (Amazon Web Service) 
 
Alguns dados e arquivos também são compartilhados com a Amazon Web Service (AWS), 
provedora do serviço de cloud storage do DocTransfer©, responsável pela gestão da 
plataforma de data room desenvolvida pelo escritório, constante no domínio 
doctransfer.com.br. 
 
O DocTransfer é uma plataforma online para a realização e o controle do fluxo de 
documentos e dados entre a Organização Cliente e os seus respectivos Usuários, que 
contratam o DocTransfer visando à simplificação e à melhoria do compartilhamento de 
documentos. 
 
O sistema tem como funcionalidade promover e registrar a troca de documentos entre 
Usuários e Organização Cliente, facilitando a gestão do histórico de compartilhamento. 
 
 
Terceiros 
 
Os dados pessoais tratados pelo Escritório também poderão ser compartilhados com 
terceiros, quando tais dados se tornem necessários (a) à luz da lei aplicável, (b) ao 
cumprimento de obrigações legais/ordens judiciais, (c) por determinação da Autoridade 
Nacional de Proteção de Dados ou de outra autoridade de controle competente, ou (d) para 
responder a solicitações de autoridades públicas ou governamentais. 
 
 
3.8. ONDE ARMAZENAMOS E PROCESSAMOS SEUS DADOS: 
 
Os dados coletados podem ser armazenados e processados no Brasil e em qualquer outro 
país escolhido para operar eficientemente, melhorar o desempenho e proteger os dados no 
caso de uma falha ou outro problema.  
 
O Escritório não aluga, vende e tampouco libera dados a terceiros com a finalidade de 
permitir qualquer comercialização de seus serviços, mas informa que os dados poderão ser 
transferidos e mantidos em ambiente fora do seu município, estado ou país, onde as leis de 
proteção de dados podem ser diferentes das vigentes no Brasil, mas asseguram grau de 
proteção de dados pessoais adequado ao previsto na Lei Geral de Proteção de Dados. 
 
Serão adotadas todas as medidas razoavelmente necessárias para garantir que os dados 
sejam tratados de forma confiável, segura e de acordo com esta Política de Privacidade. 
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3.9. RESPONSABILIDADES DO CONTROLADOR E MEDIDAS DE SEGURANÇA. 
 
O Escritório possui uma política de digitalização de arquivos e documentos, de modo que 
todos os dados pessoais armazenados ou coletados são mantidos em plataforma seguras, 
com controle de acesso e criptografia, sempre em cloud storage. 
 
Os sócios, colaboradores e estagiários do Escritório estão obrigados, por meio de Termo de 
Conduta e Privacidade, a utilizar os serviços da plataforma Google Workspace de modo 
exclusivo em suas atividades, garantindo, com isso, que nenhum dado ou informação esteja 
armazenada em equipamentos informáticos ou servidores físicos. 
 
Todos os arquivos físicos porventura recebidos, compartilhados ou coletados pelo Escritório 
são devida e prontamente digitalizados, sendo eliminados por meio de trituração, conforme 
descrição de equipamento constante no Anexo I desta Política. 
 
Todos os dados fornecidos são tratados unicamente para atingir as finalidades acima 
listadas.  
 
Estes dados são armazenados em servidores seguros nossos ou de fornecedores 
contratados, acessados e utilizados de acordo com nossas políticas e padrões de segurança. 
Todo o tráfego entre nossos servidores ou entre o seu computador e nossos servidores é 
encriptado através do protocolo seguro SSL ou semelhante. 
 
Foram adotadas medidas de boas práticas e certificações existentes no mercado para 
garantir que os dados que coletamos sejam processados de acordo com segurança onde 
quer que os dados estejam localizados. 
 
 
4. DIREITOS DO TITULAR DOS DADOS: 
 
O Titular dos dados pessoais tem direito a obter do controlador, em relação aos dados por 
ele tratados, a qualquer momento e mediante requisição: 
 
● Confirmação da existência de tratamento; 
● Acesso aos dados; 
● Correção de dados incompletos, inexatos ou desatualizados; 
● Anonimização, bloqueio ou eliminação de dados desnecessários, excessivos ou 
tratados em desconformidade com o disposto nesta Lei; 
● Portabilidade dos dados a outro fornecedor de serviço ou produto, mediante 
requisição expressa, de acordo com a regulamentação da autoridade nacional, observados 
os segredos comercial e industrial; 
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● Eliminação dos dados pessoais tratados com o consentimento do titular, exceto nas 
hipóteses previstas no art. 16 da LGPD; 
● Informação das entidades públicas e privadas com as quais o controlador realizou uso 
compartilhado de dados; 
● Informação sobre a possibilidade de não fornecer consentimento e sobre as 
consequências da negativa; 
● Revogação do consentimento, nos termos do § 5º do art. 8º da LGPD. 
 
 
5. ENCARREGADO DE PROTEÇÃO DE DADOS: 
 
Conforme previsto no art. 41, parágrafo 1º, da Lei Geral de Proteção de Dados (Lei nº 
13.709/18), quanto à necessidade de informação clara e objetiva acerca do Encarregado de 
Proteção de Dados, o Escritório informa os dados de seu Encarregado de Proteção de Dados 
(DPO): 
 

Renato Melquíades Sociedade Individual de Advocacia 
CNPJ nº 39.564.672/0001-65 
Email: privacidade@melquiadesadv.com.br 
Telefones: (81) 3019-7670 

 
Qualquer pessoa pode entrar em contato com o DPO do Escritório, solicitando informações 
ou fazendo reclamações. Nos termos do art. 5º, inciso VIII, da LGPD, o DPO é a pessoa 
indicada para atuar como canal de comunicação com os titulares dos dados e a Autoridade 
Nacional de Proteção de Dados, tendo como uma das principais funções a prestação de 
informações aos Titulares, quando solicitado. 
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Introduction 

Cloud computing has changed the way that companies today do business. Organizations primarily look 
to the public cloud to manage their infrastructure, operations, and delivery of services, realizing that 
providers can invest more in people and processes to deliver secure and compliant infrastructure.  
 
As a cloud pioneer, Google fully understands the security implications of the cloud model. That’s why we 
designed our cloud services to deliver better security than many traditional on-premises solutions. We 
make security a priority to protect our own operations. Our customers run on that same Google 
infrastructure, so your organization directly benefits from these protections.  
 
Security and data protection drive our organizational structure, training priorities and hiring processes. 
These principles shape our data center operations and technology. They’re central to our everyday 
operations and disaster planning, including how we address threats. They’re prioritized in the way we 
handle customer data. And they’re the cornerstone of our account controls, our compliance audits and 
the certifications we offer our customers. Our commitments to your business and your data are captured 
in our Google Cloud Trust Principles and affirm how we protect the privacy of customers whenever they 
use Google Workspace and Google Cloud Platform.  
 
This whitepaper outlines Google’s approach to security and compliance for Google Workspace, our 
cloud-based productivity suite. Used by more than five million organizations worldwide, from large banks 
and retailers with hundreds of thousands of people to fast-growing startups, Google Workspace and G 
Suite for Education include the collaboration and productivity tools found here. Google Workspace and G 
Suite for Education are designed to help teams work together securely in new, more efficient ways, no 
matter where members are located or what device they use. For instance, Gmail scans over 300 billion 
attachments for malware every week and prevents more than 99.9% of spam, phishing, and malware 
from reaching users.  We’re committed to protecting against security threats of all kinds, innovating new 1

security tools for users and admins, and providing our customers with a secure cloud service. 
 
Note: We are bringing Google Workspace to our education and nonprofit customers in the coming 
months. Education customers can continue to access our tools via G Suite for Education, which includes 
Classroom, Assignments, Gmail, Calendar, Drive, Docs, Sheets, Slides, and Meet. G Suite for Nonprofits 
will continue to be available to eligible organizations through the Google for Nonprofits program. Unless 
indicated otherwise, the context of this document includes Google Workspace and G Suite for Education. 
 

1 As of April 2020.  
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Disclaimer 

The content contained herein is correct as of October 2020, and represents the status quo as of the time 
it was written. Google Cloud's security policies and systems may change going forward, as we 
continually improve protection for our customers. 

Google’s security and privacy focused 
culture 
Google has created a vibrant and inclusive security and privacy focused culture for all employees. The 
influence of this culture is apparent during the hiring process, employee onboarding, as part of ongoing 
training and in company-wide events to raise awareness.  

Employee background checks 

Before someone joins our staff, Google verifies their education and previous employment, and performs 
internal and external reference checks. Where local labor law or statutory regulations permit, Google may 
also conduct identity, criminal, and credit checks and confirm immigration status, depending on the 
position. 

Security training for all employees 

All Google employees undergo security training as part of the orientation process, and throughout their 
Google careers. During orientation, new employees also agree to our Code of Conduct, which highlights 
our commitment to keeping customer information safe and secure.  
 
Depending on their role, employees participate in additional training on specific aspects of security. For 
example, the information security team instructs new engineers on topics like secure coding practices, 
product design and automated vulnerability testing tools. Engineers also attend technical presentations 
on security-related topics and receive a security newsletter that covers new threats, attack patterns, 
mitigation techniques and more. 

Secure Environment 

Google’s zero-trust approach enforces critical access controls based on information about a device, its 
state, its associated user, and their context. This approach considers both internal and external networks 
to be inherently untrusted, which creates our concept of borderless compliance where we dynamically 
assert and enforce levels of access at the application layer. This enables Google’s security and 
compliance teams to be as secure and effective during an emergency as they would be at any other 
time. 
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As COVID-19 has not only changed the way we work, but where we work from, creating the need for new 
solutions that nonetheless continue to meet industry compliance requirements. By leveraging zero trust 
you can offer your employees and extended workforce a secure and scalable solution for telework that is 
not dependent on VPN or location requirements. 
 

Internal security and privacy events 

Security and privacy is an ever-evolving area, and Google recognizes that dedicated employee 
engagement is a key means of raising awareness. It’s with this in mind that Google hosts regular internal 
conferences, open to all employees, to raise awareness and drive innovation in security and data privacy, 
and hosts regular “Tech Talks” that often focus on security and privacy topics. A prime example is 
“Privacy Week,” during which Google hosts events across our global offices to raise awareness of all 
facets of privacy, from software development and data handling, to policy enforcement.  

Our dedicated security team 

Google employs a dedicated team of full-time security and privacy professionals as part of our software 
engineering and operations division. This team includes some of the world’s foremost experts in 
information, application and network security. Tasked with maintaining our defense systems, developing 
security review processes, building security infrastructure and implementing the company’s security 
policies, the team actively scans for security threats using commercial and custom tools, penetration 
tests, quality assurance (QA) measures and software security reviews.  
 
Within Google, members of the information security team provide a range of critical services. They 
review security plans for all networks, systems and services; provide project-specific consulting services 
to Google’s product and engineering teams; monitor for suspicious activity on Google’s networks; 
address information security threats; perform routine security evaluations and audits; and engage 
outside experts to conduct regular security assessments. On top of that, Google specifically built a 
full-time team, known as Project Zero, that aims to prevent targeted attacks by reporting bugs to 
software vendors and filing them in an external database. 
 
It doesn’t end there. The security team also takes part in research and outreach activities to protect the 
wider community of Internet users, beyond just those who choose Google solutions. In addition, the 
security team publishes security research papers, which are made publicly available, as well as 
organizes and participates in open-source projects and academic conferences. 

Our privacy teams 

Google’s Privacy teams are an integral part of Google product launches. Privacy has built a set of 
automated monitoring tools to help ensure that services that process your  personal information operate 
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as designed and in accordance with our data protection commitments. Design documentation and code 
audits are also reviewed to ensure that privacy requirements are followed.  
 
Cross-functional teams help release products that reflect strong privacy standards, including: 
transparent collection of user data, and providing users and administrators with meaningful privacy 
configuration options, while continuing to be good stewards of any information stored on our platform. 
After products launch, Google’s compliance and privacy programs oversee automated processes that 
audit data traffic to verify appropriate data usage. Google also conducts research providing thought 
leadership on privacy best practices for our emerging technologies. 

Internal audit and compliance specialists 

Data protection regulations place significant emphasis on enterprises knowing how their data is being 
processed, who has access to data, and how security incidents will be managed. We have dedicated 
teams of engineers and compliance experts who support our customers in navigating their regulatory 
compliance and risk management obligations. Our approach includes collaborating with customers to 
understand and address their specific regulatory needs. As new auditing standards are created, the team 
determines what controls, processes and systems are needed to meet them, while facilitating and 
supporting independent audits and assessments by third parties. Under certain circumstances we also 
allow customers to conduct audits to validate Google’s security and compliance controls. 

Collaboration with the security research community 

Google has long enjoyed a close relationship with the security research community, and we greatly value 
their help identifying vulnerabilities in Google Workspace and other Google products. Our Vulnerability 
Reward Program was developed to honor all the external contributions that help us keep our users safe. 
The Program encourages researchers to report design and implementation issues that affect the 
confidentiality or integrity of user data or puts customer data at risk. Rewards can reach tens of 
thousands of dollars.  
 
Due to our collaboration with the research community, in 2019 we paid out over $6.5 million in rewards, 
doubling what we’ve ever paid in a single year. We publicly thanked these individuals and listed them as 
contributors to our products and services. 
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Operational security 
Security at Google isn’t an afterthought or subject of occasional initiatives, it is an integral part of our 
operations. 

Vulnerability management 

Google’s vulnerability management process actively scans for security threats using a combination of 
commercially available and purpose-built in-house tools, intensive automated and manual penetration 
efforts, quality assurance processes, software security reviews, and external audits. Once a vulnerability 
requiring remediation has been identified, the vulnerability team logs it, prioritizes it according to 
severity, and assigns it to an owner. The team tracks each issue and follows up frequently until they can 
verify that it has been remediated. 
 
Google also maintains relationships and communicates frequently with members of the security 
research community to track reported issues in Google services and open-source tools. More 
information about reporting security issues can be found at Google Application Security. 

Malware prevention 

An effective malware attack can lead to account compromise, data theft, and possibly additional access 
to a network. Google takes these threats to its networks and its customers very seriously and uses a 
variety of methods to prevent, detect and eradicate malware.  
 
Malware sites or email attachments install malicious software on users' machines to steal private 
information, perform identity theft, or attack other computers. When people visit these sites, software 
that takes over their computer is downloaded without their knowledge. Google's malware strategy 
begins with infection prevention by using manual and automated scanners to scour Google's search 
index for websites that may be vehicles for malware or phishing. In addition, one of our key protections 
is our attachment malware scanner that processes more than 300 billion attachments each week to 
block harmful content. 63% percent of the malicious documents we block differ from day to day. To stay 
ahead of this constantly evolving threat, we recently added a new generation of document scanners that 
rely on deep learning to improve our detection capabilities.  
 
More than four billion devices are protected by Google's Safe Browsing technology every day. Every day 
Safe Browsing discovers thousands of new unsafe sites, many of which are legitimate websites that 
have been compromised. When we detect unsafe sites, we show warnings on Google Search and in web 
browsers.  
 
In addition to our Safe Browsing solution, Google operates VirusTotal, an online service that analyzes 
files and URLs enabling the identification of viruses, worms, trojans and other kinds of malicious content 
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detected by antivirus engines and website scanners. Its mission is to help in improving the antivirus and 
security industry and make the Internet a safer place through the development of free tools and services.  
Google makes use of multiple antivirus engines in Gmail, Drive, servers and workstations to help identify 
malware that may be missed by antivirus signatures. 

Monitoring 

Google’s security monitoring program is focused on information gathered from internal network traffic, 
employee actions on systems, and outside knowledge of vulnerabilities. Internal traffic is inspected for 
suspicious behavior, such as the presence of traffic that might indicate botnet connections, at many 
points across our global network, using a combination of open-source and commercial tools for traffic 
capture and parsing.  
 
We supplement this network analysis even further through a proprietary correlation system built on 
Google technology, and by examining system logs to identify unusual behavior, like attempted access of 
customer data. Google security engineers place standing search alerts on public data repositories to 
look for security incidents that might affect the company’s infrastructure, and actively review inbound 
security reports and monitor public mailing lists, blog posts, and wikis. Automated network analysis 
helps determine potential unknown threats and escalates them to Google security staff, a process that is 
supplemented by automated analysis of system logs. 
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Incident management 

Incident response is a key aspect of Google’s overall security and privacy program. We have a rigorous 
process for managing data incidents. This process specifies actions, escalations, mitigation, resolution, 
and notification of any potential incidents impacting the confidentiality, integrity, or availability of 
customer data. Google's incident response program is managed by teams of expert incident responders 
across many specialized functions to ensure each response is well-tailored to the challenges presented 
by each incident.  
 
Subject-matter experts from these teams are engaged in a variety of ways. For example, incident 
commanders assess the nature of the incident and coordinate incident response, which includes 
completing the triage assessment of the incident, adjusting its severity if required, and activating the 
required incident response team with appropriate operational/technical leads who review the facts and 
identify key areas that require investigation. As part of the resolution process, the digital forensics team 
detects ongoing attacks and performs forensic investigations. Product engineers work to limit the 
impact on customers and provide solutions to fix the affected product(s). The legal team works with 
members of the appropriate security and privacy team to implement Google’s strategy on evidence 
collection, engages with law enforcement and government regulators, and advises on legal issues and 
requirements. Support personnel manage notifications to customers and respond to customer inquiries 
and requests for additional information and assistance.  
 
Following the successful remediation and resolution of a data incident, the incident response team 
evaluates the lessons learned from the incident. When the incident raises critical issues, the incident 
commander may initiate a post-mortem analysis. During this process, the incident response team 
reviews the cause(s) of the incident and Google’s response and identifies key areas for improvement. In 
some cases, this may require discussions with different product, engineering, and operations teams and 
product enhancement work. If follow-up work is required, the incident response team develops an action 
plan to complete that work and assigns project managers to spearhead the long-term effort. The 
incident is closed after the remediation efforts conclude. 
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Technology with security at its core 
As an innovator in hardware, software, network and system management technologies, Google used the 
principle “defense in depth” to create an IT infrastructure that is more secure and easier to manage than 
more traditional technologies. We custom-designed our servers, proprietary operating system and 
geographically distributed data centers to ensure that Google Workspace runs on a technology platform 
that is conceived, designed and built to operate securely.  

State-of-the-art data centers 

Google’s focus on security and protecting data is among our primary design criteria. Our data center 
physical security features a layered security model, including safeguards like custom-designed 
electronic access cards, alarms, vehicle access barriers, perimeter fencing, metal detectors, and 
biometrics, in addition to data center floors that feature laser beam intrusion detection.  
 
Our data centers are monitored 24/7 by high-resolution interior and exterior cameras that can detect and 
track intruders, with access logs, activity records, and camera footage available in case an incident 
occurs. Data centers are also routinely patrolled by experienced security guards who have undergone 
rigorous background checks and training.  
 
The closer you get to the data center floor, the tighter these security measures become. In fact, less than 
one percent of Google employees will ever set foot in one of our data centers. Those that do have 
specific roles have been pre-approved and access the floor in the only way possible: through a security 
corridor that implements multi-factor access control using security badges and biometrics. 
 
Powering our data centers 
To keep things running 24/7 and ensure uninterrupted services, Google’s data centers feature redundant 
power systems and environmental controls. Cooling systems maintain a constant operating temperature 
for servers and other hardware, reducing the risk of service outages. In case of an incident, every critical 
component has a primary power source and an equally powerful alternate. Our diesel engine backup 
generators can provide enough emergency electrical power to run each data center at full capacity. Fire 
detection and suppression equipment—including heat, fire, and smoke detectors—triggers audible and 
visible alarms in the affected zone, at security operations consoles, and at remote monitoring desks, 
helping to prevent hardware damage.   
 
Environmental impact 

Google cares deeply about minimizing the environmental impact of our data centers, to the point that we 
design and build our own facilities using the latest “green” technology. We install smart temperature 
controls, utilize “free-cooling” techniques like using outside air or reused water for cooling, and redesign 
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how power is distributed to reduce unnecessary energy loss. We constantly gauge how we’re doing by 
calculating the performance of each facility using comprehensive efficiency measurements.  
 
We’re proud to be the first major Internet services company to gain external certification of our high 
environmental, workplace safety, and energy management standards throughout our data centers. 
Specifically, we achieved voluntary ISO 14001, OHSAS 18001 and ISO 50001 certifications, which are all 
built around a very simple concept: Say what you’re going to do, then do what you say—and then keep 
improving. 

Custom server hardware and software 

Google’s data centers house energy-efficient custom, purpose-built servers and network equipment that 
we design and manufacture ourselves. Our production servers also run a custom-designed operating 
system (OS) based on a stripped-down and hardened version of Linux. In other words, Google’s servers 
and their OS are designed for the sole purpose of providing Google services, which means that, unlike 
much commercially available hardware, Google servers don’t include unnecessary components such as 
video cards, chipsets, or peripheral connectors, that can introduce vulnerabilities. Google server 
resources are dynamically allocated, allowing for flexibility in growth and the ability to adapt quickly and 
efficiently, adding or reallocating resources based on customer demand. This homogeneous 
environment is maintained by proprietary software that continually monitors systems for binary 
modifications. If a modification is found that differs from the standard Google image, the system is 
automatically returned to its official state. These automated, self-healing mechanisms enable Google to 
monitor and remediate destabilizing events, receive notifications about incidents, and slow down 
potential network compromises before they become critical issues. 

Hardware tracking and disposal 

Google uses barcodes and asset tags to meticulously track the location and status of all equipment 
within our data centers from acquisition and installation, to retirement and destruction. We have also 
implemented metal detectors and video surveillance to help make sure no equipment leaves the data 
center floor without authorization. During its lifecycle in the data center, if a component fails to pass a 
performance test at any point, it is removed from inventory and retired.  
 
Each data center adheres to a strict disposal policy and any variances are immediately addressed. When 
a hard drive is retired, authorized individuals verify that the disk is erased, writing zeros to the drive and 
performing a multiple-step verification process to ensure it contains no data. If the drive cannot be 
erased for any reason, it is stored securely until it can be physically destroyed. This physical destruction 
is a multistage process beginning with a crusher that deforms the drive, followed by a shredder that 
breaks the drive into small pieces, which are then recycled at a secure facility.  
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A global network with unique security benefits 

Google’s IP data network consists of our own fiber, public fiber, and undersea cables, enabling us to 
deliver highly available and low latency services across the globe. 
 
With other cloud services and on-premises solutions, customer data must make several journeys 
between devices, known as “hops,” across the public Internet. The number of hops depends on the 
distance between the customer’s ISP and the solution’s data center, and each additional hop introduces 
a new opportunity for data to be attacked or intercepted. Because it’s linked to most ISPs in the world, 
Google’s global network can limit the number of hops across the public Internet, improving the security 
of data in transit.   
 
Defense in depth describes the multiple layers of defense that protect Google’s network from external 
attacks. It starts with industry-standard firewalls and access control lists (ACLs) to enforce network 
segregation, and all traffic being routed through custom Google Front End (GFE) servers to detect and 
stop malicious requests and Distributed Denial of Service (DDoS) attacks. Additionally, GFE servers are 
only allowed to communicate with a controlled list of servers internally, a “default deny” configuration 
that prevents GFE servers from accessing unintended resources. Finally, logs are routinely examined to 
reveal any exploitation of programming errors, and access to networked devices is restricted to 
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authorized personnel. The bottom line? Only authorized services and protocols that meet our security 
requirements are allowed to traverse our network, anything else is automatically dropped. 
 
Encrypting data in transit and at rest 

Encryption is an important piece of the Google Workspace security strategy, helping to protect your 
emails, chats, video meetings, files, and other data. First, we encrypt certain data as described below 
while it is stored “at rest”—stored on a disk (including solid-state drives) or backup media. Even if an 
attacker or someone with physical access obtains the storage equipment containing your data, they 
won’t be able to read it because they don’t have the necessary encryption keys. Second, we encrypt all 
customer data while it is “in transit”—traveling over the Internet and across the Google network between 
data centers. Should an attacker intercept such transmissions, they will only be able to capture 
encrypted data. We’ll take a detailed look at how we encrypt data stored at rest and data in transit below. 
 
Google has led the industry in using Transport Layer Security (TLS) for email routing, which allows 
Google and non-Google servers to communicate in an encrypted manner. When you send email from 
Google to a non-Google server that supports TLS, the traffic will be encrypted, preventing passive 
eavesdropping. We believe increased adoption of TLS is so important for the industry that we report TLS 
progress in our Email Encryption Transparency Report. We also improved email security in transit by 
developing and supporting the MTA-STS standard allowing receiving domains to require transport 
confidentiality and integrity protection for emails. Google Workspace customers also have the extra 
ability to only permit email to be transmitted to specific domains and email addresses if those domains 
and addresses are covered by TLS. This can be managed through the TLS compliance setting. 
 
For further information on encryption, please see our Google Workspace Encryption whitepaper. 

Low latency and highly available solution 

Google designs all the components of our platform to be highly redundant, from our server design and 
how we store data, to network and Internet connectivity, and even the software services themselves. 
This “redundancy of everything” includes error handling by design and creates a solution that is not 
dependent on a single server, data center, or network connection. 
 
Google’s data centers are geographically distributed to minimize the effects of regional disruptions such 
as natural disasters and local outages. In the event of hardware, software, or network failure, data is 
automatically shifted from one facility to another so that, in most cases, Google Workspace customers 
can continue working without interruption. This also means customers with global workforces can 
collaborate on documents, video conferencing and more without additional configuration or expense, 
sharing a highly performant and low latency experience as they work together on a single global network. 
 
Google’s highly redundant infrastructure also helps protect our customers from data loss. For Google 
Workspace, our recovery point objective (RPO) target is zero, and our recovery time objective (RTO) 
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design target is also zero. We aim to achieve these targets through live or synchronous replication: 
actions you take in Google Workspace products are simultaneously replicated in two data centers at 
once, so that if one data center fails, we transfer your data over to the other one that’s also been 
reflecting your actions.  
To do this efficiently and securely, customer data is divided into digital pieces with random file names. 
Neither the content nor the file names of these pieces are stored in readily human-readable format, and 
stored customer data cannot be traced to a particular customer or application just by inspecting it in 
storage. Each piece is then replicated in near-real time over multiple disks, multiple servers, and multiple 
data centers to avoid a single point of failure. To further prepare for the worst, we conduct disaster 
recovery drills that assume individual data centers—including our corporate headquarters—won’t be 
available for 30 days.  

Service availability 

Some of Google’s services may not be available in some jurisdictions currently or temporarily. Google’s 
Transparency Report shows recent and ongoing disruptions of traffic to Google products. Our code 
allows us to observe worldwide traffic patterns over time, enabling us to detect significant changes. We 
also look into our graphs when we receive inquiries from journalists, activists, or other people on the 
ground. We provide this data to help the public analyze and understand the availability of online 
information. 
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Supporting compliance requirements 
Google is committed to providing secure products and services that meet your compliance and reporting 
needs. We share extensive information on best practices and provide easy access to our compliance 
documentation. Google Cloud’s industry-leading security, third-party audits and certifications, 
documentation, and legal commitments help support your compliance. Our products regularly undergo 
independent verification of their security, privacy, and compliance controls, achieving certifications, 
attestations of compliance, or audit reports against standards around the world. As a part of the 
independent verification process, third-party auditors examine our end-to-end security practices, 
including data centers, infrastructure, and operations, at a regular cadence. We’ve also created resource 
documents and mappings against frameworks and laws where formal certifications or attestations may 
not be required or applied. Our Compliance resource center contains details on our compliance 
documentation and resources.  
 
We’re constantly working to expand our compliance coverage. Google evaluates the available guidance 
from leading standards and regulatory bodies and adjusts our security and privacy programs as the 
compliance landscape changes. We carefully curate programs by region and industry to ensure 
customers are able to leverage our compliance resources to make informed decisions for their business. 
 
When you consider Google Workspace, our compliance offerings can help to confirm whether the 
product suite meets your security and compliance needs. 
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Regulatory compliance 

Our customers operate across regulated industries, including finance, government, healthcare and 
education. Google Cloud provides products and services in a way that enables our customers to be 
compliant with numerous industry-specific requirements. More information is available here. 

Independent third-party certifications and attestations 

Our customers and regulators expect independent verification of security, privacy, and compliance 
controls. Google undergoes several independent third-party audits on a regular basis to provide this 
assurance. Some of the key international standards we are audited against are:  

● ISO/IEC 27001 (Information Security Management) 
● ISO/IEC 27017 (Cloud Security) 
● ISO/IEC 27018 (Cloud Privacy) 
● ISO/IEC 27701 (Privacy) 
● SOC 2 and SOC 3 reports 

Google also participates in sector and country-specific frameworks, such as FedRAMP (US government), 
BSI C5 (Germany), MTCS (Singapore), and many others. We also provide resource documents and 
mappings for certain frameworks where formal certifications or attestations may not be required or 
applied. 
 
For a complete listing of our compliance offerings, please visit the Compliance resource center.  
 

Data usage 
Our philosophy 

Google Workspace customers own their customer data, not Google. Customer data that Google 
Workspace organizations put into our systems is theirs, and we do not scan it for advertisements. We 
offer our customers a detailed Data Processing Amendment that describes our commitment to 
protecting customer data. Furthermore, if customers delete their data, we commit to deleting it from our 
systems within 180 days. Finally, we provide tools that make it easy for customer administrators to take 
their data with them if they choose to stop using our services, without penalty or additional cost imposed 
by Google.  

No advertising in Google Workspace 

There is no advertising in the Google Workspace Core Services, and we have no plans to change this in 
the future. Google does not collect, scan or use data in Google Workspace Core Services for advertising 
purposes. Customer administrators can restrict access to Non-Core Services from the Google 
Workspace Admin console. Google indexes customer data to provide beneficial services, such as spam 
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filtering, virus detection, spellcheck and the ability to search for emails and files within an individual 
account. 

Data access and restrictions 
Administrative access 

We’ve designed our systems to limit the number of employees that have access to customer data and to 
actively monitor the activities of those employees. Google employees are only granted a limited set of 
default permissions to access company resources. Access to internal support tools is controlled via 
access control lists (ACLs). Google follows a formal process to grant or revoke employee access to 
Google resources, and access is automatically removed for departing employees. Access authorization 
is enforced at all relevant layers of the system. Approvals are managed by workflow tools and logged. 
An employee's authorization settings are used to control access to all resources, including data and 
systems for Google Workspace products. Access is monitored by our dedicated security teams as a 
check on the effectiveness of our controls. The security teams actively monitor access patterns and 
investigate unusual events. 

Furthermore, as part of Google's long-term commitment to transparency and user trust, we provide 
Access Transparency.  This is a feature that enables customers to review logs of actions taken by 2

Google staff when accessing your specific customer data. For services integrated with Access 
Transparency, Google uses a tool to validate that the business justification presented for access is valid, 
and log the justification to Access Transparency Logs.  

 For further information, please refer to the Trusting you data with Google Workspace whitepaper. 

For customer administrators 

Customers can control access to data and services on Google Workspace to help ensure that data is 
protected in accordance with the organization’s desired configuration. Role-based access controls 
enable customers to appoint users as administrators, granting the user the ability to access and perform 
certain tasks in the Google Workspace Admin console. You can make a user a super administrator who 
can perform all tasks in the Admin console. Or you can assign a role that limits which tasks the 
administrator can perform, for example, by allowing them only to create groups, manage service 
settings, or reset a user's password. 

Law enforcement data requests 

The customer, as the data owner, is primarily responsible for responding to law enforcement data 
requests and it is Google’s policy to direct the government to request such data directly from the 

2 Access Transparency is only available with Google Workspace Enterprise and G Suite Enterprise for Education. 
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customer. However, like other technology and communications companies, Google may receive direct 
requests from governments and courts around the world about how a person has used the company's 
services.  We take measures to protect customers' privacy and limit excessive requests while also 
meeting our legal obligations. Respect for the privacy and security of data you store with Google remains 
our priority as we comply with these legal requests.  

Detailed information about data requests and Google's response to them is available in our 
Transparency Report. Further information is also available in the Trusting you data with Google 
Workspace whitepaper. 

Third-party suppliers 

Google directly conducts virtually all data processing activities to provide our services. However, Google 
may engage some third-party suppliers to provide services related to Google Workspace, including 
customer and technical support. Prior to onboarding third-party suppliers, Google conducts an 
assessment of the security and privacy practices of third-party suppliers to ensure they provide a level of 
security and privacy appropriate to their access to data and the scope of the services they are engaged 
to provide. Once Google has assessed the risks presented by the third-party supplier, the supplier is 
required to enter into appropriate security, confidentiality, and privacy contract terms. 
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Empowering users and administrators to 
improve security and compliance  
 
Google builds security into its structure, technology, operations and approach to customer data. Our 
robust security infrastructure and systems become the default for each and every Google Workspace 
customer. Beyond these levels, users are actively empowered to enhance and customize their individual 
security settings to meet their business needs through dashboards and account security wizards.  
 
Google Workspace also offers administrators full control to configure infrastructure, applications, and 
system integrations in a single dashboard via our Admin Console—regardless of the size of the 
organization—simplifying administration and configuration. Consider the deployment of DKIM (a 
phishing prevention feature) in an on-premise email system. Traditionally, administrators would need to 
patch and configure every server separately, with any misconfiguration causing a service outage. Using 
our Admin Console, however, DKIM can be configured in minutes across thousands, or hundreds of 
thousands, of accounts with peace of mind and no outage or maintenance window required. 
 
That’s just one example. Administrators have many powerful tools at their disposal, including 
authentication features like 2-step verification and single sign-on, and email security policies like secure 
transport (TLS) enforcement, which can be configured to meet the security and system integration 
requirements of any organization.  
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Access and Authentication 

2-step verification and security keys 

Customers can strengthen account security by using  2-step verification and security keys.  These can 3

help mitigate risks such as the misconfiguration of employee access controls or attackers taking 
advantage of compromised accounts.  With the Advanced Protection Program for enterprise, we can 4

enforce a curated set of strong account security policies for enrolled users. These include requiring 
security keys, blocking access to untrusted apps, and enhanced scanning for email threats.  

Single sign-on (SAML 2.0) 

Google Workspace offers customers a single sign-on (SSO) service that lets users access multiple 
services using the same sign-in page and authentication credentials. It is based on SAML 2.0, an XML 
standard that allows secure web domains to exchange user authentication and authorization data. For 
additional security, SSO accepts public keys and certificates generated with either the RSA or DSA 
algorithm. Customer organizations can use the SSO service to integrate single sign-on for Google 
Workspace into their LDAP or other SSO system. 

OAuth 2.0 and OpenID Connect 

Google Workspace supports OAuth 2.0 and OpenID Connect, an open protocol for authentication and 
authorization that allows customers to configure one single sign-on service (SSO) for multiple cloud 
solutions. Users can log on to third-party applications through Google Workspace—and vice 
versa—without re-entering their credentials or sharing sensitive password information. 

Information Rights Management (IRM) 

Most organizations also have internal policies which dictate the handling of sensitive data. To help 
Google Workspace administrators maintain control over sensitive data, we offer information rights 
management in Google Drive. Administrators and users can use the access permissions in Google Drive 
to protect sensitive content by preventing the re-sharing, downloading, printing or copying of the file or 
changing of the permissions.  

Restricted email delivery 

By default, users with Gmail accounts at your domain can send mail to and receive mail from any email 
address. In some cases, administrators may want to restrict the email addresses users can exchange 
mail with. For example, a school might want to allow its students to exchange mail with the faculty and 
other students, but not with people outside the school.  
 

3 Further information about deploying 2-step verification can be found on our support page. 
4 See security best practices guidance on our security checklists page. 
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Using the restrict delivery setting allows administrators to specify the addresses and domains where 
users can send or receive email messages. When administrators add a restrict delivery setting, users 
can only communicate with authorized parties. Users who attempt to send mail to a domain not listed 
will see a message that specifies the policy prohibiting mail to that address, and confirms that the mail 
is unsent. Likewise, users receive only authenticated messages from listed domains. Messages sent 
from unlisted domains—or messages from listed domains that can’t be verified using DKIM or SPF 
records—are returned to the sender with a message about the policy. 

App access based on user context  

To facilitate easier user access, while at the same time protecting the security of data, Google has 
developed context-aware access.  This provides granular controls for Google Workspace apps, based on 5

a user’s identity and context of the request (such as device security status or IP address). Based on the 
BeyondCorp security model developed by Google, users can access web applications and infrastructure 
resources from virtually any device, anywhere, without utilising remote-access VPN gateways while 
administrators can establish controls over the device. You can also still set access policies, such as 
2-Step Verification, for all members of an organizational unit or group.  

5 Integrated with Cloud Identity. Using context-aware access capabilities to protect access to Google Workspace 
apps requires a Cloud Identity Premium or Google Workspace Enterprise license. 
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Asset Protection 

Email spam, phishing and malware protection 

Gmail protects your incoming mail against spam, phishing attempts, and malware. Our existing machine 
learning models are highly effective at doing this, and in conjunction with our other protections, they  
help block more than 99.9% of threats from reaching Gmail inboxes. One of our key protections is  
our malware scanner that processes more than 300 billion attachments each week to block harmful 
content.  63% percent of the malicious documents we block differ from day to day.  In addition, Gmail 6 7

can scan or run attachments in a virtual environment called Security Sandbox. Attachments identified as 
threats can be placed in users' Spam folders or quarantined. 
 
We’re continuing to improve spam detection accuracy with early phishing detection, a dedicated 
machine learning model that selectively delays messages (less than 0.05 percent of messages on 
average) to perform rigorous phishing analysis and further protect user data from compromise.  
 
Our detection models integrate with Google Safe Browsing machine learning technologies for finding 
and flagging phishy and suspicious URLs. These new models combine a variety of techniques, such as 
reputation and similarity analysis on URLs, allowing us to generate new URL click-time warnings for 
phishing and malware links. As we find new patterns, our models get better with time, and adapt more 
quickly than manual systems ever could. 

Email spoofing prevention 

Spammers can sometimes forge the “From” address on an email message so that it appears to come 
from a reputable organization’s domain. To help prevent this email spoofing, Google participates in the 
DMARC program, which lets domain owners tell email providers how to handle unauthenticated 
messages from their domain. Google Workspace customers can implement DMARC by creating a 
DMARC record within their admin settings and implementing an SPF record and DKIM keys on all 
outbound mail streams. 

Warnings for employees to prevent data loss  

When employees are empowered to make the right decisions to protect data, it can improve an 
enterprise’s security posture. To help with this, Gmail displays unintended external reply warnings to 
users to help prevent data loss. If you try to respond to someone outside of your company domain, you’ll 
receive a quick warning to make sure you intended to send that email. And because Gmail has 
contextual intelligence, it knows if the recipient is an existing contact or someone you interact with 
regularly, to avoid displaying warnings unnecessarily.  

6 As of February 2020. 
7 As of February 2020. 
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Hosted S/MIME to provide enhanced security 

With Google’s hosted S/MIME solution, once an incoming encrypted email with S/MIME is received, it is 
stored using Google's encryption. This means that all normal processing of the email can happen, 
including extensive protections for spam, phishing and malware, as well as admin services (such as 
vault retention, auditing and email routing rules) and high-value end user features such as mail 
categorization, advanced search and Smart Reply. For the vast majority of emails, this is the safest 
solution, giving the benefit of strong authentication and encryption in transit without losing the safety 
and features of Google's processing. 

Gmail confidential mode 

Gmail users can help protect sensitive information from unauthorized access using Gmail confidential 
mode. Recipients of messages in confidential mode don't have the option to forward, copy, print, or 
download messages, including attachments. Users can set a message expiration date, revoke message 
access at any time, and require an SMS verification code to access messages. 

Data Loss Prevention (DLP) for Gmail and Drive 

Data loss prevention (DLP)  adds another layer of protection designed to prevent sensitive or private 8

information such as payment card numbers, national identification numbers, or protected health 
information, from leaking outside of an organization.  DLP enables customers to audit how sensitive 
data is flowing in their enterprise or turn on warning or blocking actions, to prevent users from sending 
confidential data.  To enable this, DLP provides predefined content detectors, including detection of 
global and regional identifiers, medical information and credentials.  Customers can also define their 
own custom detectors to meet their enterprise needs.  For attachments and image-based documents, 
DLP uses Google’s optical character recognition to increase detection coverage and quality. Learn more 
here about Gmail DLP. DLP can also be used to prevent users from sharing sensitive content in Google 
Drive or shared drive with people outside of your organization. In addition, customers can automate IRM 
controls and classification of Drive files advanced DLP rules. 

Configuring Google Workspace security settings  
Security and alert management 

With multiple security and privacy controls in place, organizations need a centralized location where 
they can prevent, detect, and remediate threats. The Google Workspace security center  provides 9

advanced security information and analytics, and added visibility and control into security issues 

8 Available to Google Workspace Enterprise and G Suite Enterprise for Education customers only. 
9 Included with Google Workspace Enterprise edition and G Suite Enterprise for Education. 
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affecting your domain.  It brings together security analytics, actionable insights and best practice 10

recommendations from Google to empower you to protect your organization, data and users. 
As an administrator, you can use the security dashboard to see an overview of different security center 
reports. The security health page provides visibility into your Admin console settings to help you better 
understand and manage security risks. Furthermore, you can use the security investigation tool to 
identify, triage, and take action on security and privacy issues in your domain.  Administrators can 
automate actions in the investigation tool by creating activity rules to detect and remediate such issues 
more quickly and efficiently. For example, you can set up a rule to send email notifications to certain 
administrators if Drive documents are shared outside the company. 
 
The alert center for Google Workspace provides all Google Workspace customers with alerts and 
actionable security insights about activity in your domain to help protect your organization from the 
latest security threats, including phishing, malware, suspicious account, and suspicious device activity. 
You can also use the alert center API to export alerts into your existing ticketing or SIEM platforms. 

Trusted domains for drive sharing 

Administrators can control how users in their organization share Google Drive files and folders.  For 
example, whether users can share files with people outside of their organization or whether sharing is 
restricted to only trusted domains.  Optional alerts can be established to remind users to check that 11

files aren't confidential before they are shared outside of the organization. 

Video meetings safety 

Google Meet takes advantage of the same secure-by-design infrastructure, built-in protection, and global 
network that Google uses to secure your information and safeguard your privacy. Our array of default-on 
anti-abuse measures that include anti-hijacking measures for both web meetings and telephony dial-ins, 
keep your meetings safe. 
 
For users on Chrome, Firefox, Safari and new Edge we don't require or ask for any plugins or software to 
be installed, Meet works entirely in the browser. This limits the attack surface for Meet and the need to 
push out frequent security patches on end-user machines. On mobile, we recommend that you install the 
Google Meet app from Apple App Store or the Google Play Store.   
 
We support multiple 2 Step Verification (2SV) options for Meet that are both secure and convenient - 
hardware and phone-based security keys, as well as Google prompt.  Meet users can enroll their account 
in Google’s Advanced Protection Program (APP). APP provides our strongest protections available 
against phishing and account hijacking and is specifically designed for the highest-risk accounts, and 

10 You must be an administrator with a Google Workspace Enterprise, G Suite Enterprise for Education, Drive 
Enterprise, or Cloud Identity Premium Edition license to access the security center. With Drive Enterprise or Cloud 
Identity Premium Edition, you receive a subset of security center reports on the security dashboard.  
11 Certain features, such as restricting sharing to only whitelisted domains, are only available with Google 
Workspace Enterprise, Enterprise for Education, Drive Enterprise, Business, Education, and Nonprofits edition.  

24 

https://support.google.com/a/answer/7492330
https://support.google.com/a/answer/7492330
https://support.google.com/a/answer/7491656
https://support.google.com/a/answer/7575955
https://support.google.com/a/answer/9275024?hl=en
https://gsuite.google.com/products/admin/alert-center/
https://developers.google.com/admin-sdk/alertcenter/
https://support.google.com/a/answer/60781?hl=en
https://support.google.com/meet/answer/7317473?hl=en
https://www.blog.google/technology/safety-security/threat-analysis-group/identifying-vulnerabilities-and-protecting-you-phishing/


 
 

 

 
we’ve yet to see people successfully phished if they participate in APP, even if they are repeatedly 
targeted. For more information, check out this page.  
 
Endpoint management 

The protection of information on mobile and desktop devices can be a key concern for customers. 
Google Workspace customers can use endpoint management  to help protect corporate data on users’ 12

personal devices and on an organization’s company-owned devices. By enrolling the devices for 
management, users get secure access to Google Workspace services and organizations can set policies 
to keep devices and data safe through device encryption and screen lock or password enforcement. 
Furthermore, if a device is lost or stolen, corporate accounts can be remotely wiped from mobile devices 
and users can be remotely signed out from desktop devices. IT admins can also manage and configure 
Windows 10 devices through the Admin console, and users can use existing Google Workspace account 
credentials to login to Windows 10 devices and access apps and services with single sign-on (SSO). 
Reports enable customers to monitor policy compliance and get information about users and devices. 
You can obtain further information on endpoint management here. 

Reporting analytics 

Google Workspace audit logs 
 
Enterprises storing data in the Cloud seek visibility into data access and account activity. Google 
Workspace audit logs help security teams maintain audit trails in Google Workspace and view detailed 
information about Admin activity, data access, and system events. Google Workspace admins can use 
the Admin Console to access these logs and can customize and export logs as required. 

Security reports  

Google Workspace administrators have access to security reports that provide vital information on their 
organization’s exposure to data compromise. They can quickly discover which particular users pose 
security risks by not taking advantage of 2-step verification, installing external apps, or sharing 
documents indiscriminately. Administrators can also choose to receive alerts when suspicious login 
activity occurs, indicating a possible security threat. 

Insights using BigQuery  

Google Workspace admins can export audit logs and other information to BigQuery. With BigQuery, 
Google’s enterprise data warehouse for large-scale data analytics, customers can analyze Google 
Workspace logs using sophisticated, high-performing custom queries, and leverage third-party tools for 
deeper analysis. 

12 Included as standard with Google Workspace. 
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Data Recovery 

Restore a recently deleted user 

An administrator can restore a deleted user account for up to twenty days after the date of deletion. 
After twenty days, the Admin console permanently deletes the user account, and it can’t be restored, 
even if you contact Google technical support. Please note that only customer  administrators can delete 
accounts. 

Restore a user’s Drive or Gmail data 

An administrator can restore a user’s Drive or Gmail data for up to 25 days after the data is removed 
from the user’s trash, subject to any retention policies set in Vault. After 25 days, the data cannot be 
restored, even if you contact technical support. Google will delete all customer-deleted data from its 
systems as soon as reasonably practicable and within a maximum period of 180 days. 

Retention and eDiscovery 

An administrator can turn on Google Vault to retain, hold, search, and export data in support of your 
organization’s retention and eDiscovery needs. Vault supports such data as Gmail messages, files in 
Google Drive, and recordings in Google Meet, among others. 

Data Residency 

As an administrator, you can choose to store your covered data in a specific geographic location (the 
United States or Europe) by using a data region policy. Data region policies cover the primary data-at-rest 
(including backups) for these Google Workspace Core Services. Covered data includes Drive file content, 
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Google Chat messages and attachments, Gmail mail subjects and messages, as well as other Core 
Services data.  
 

Conclusion 
 
The protection of your data is a primary design consideration for all of Google’s infrastructure, products 
and personnel operations. We believe that Google can offer a level of protection that very few public 
cloud providers or private enterprise IT teams can match.   
 
Google designed Google Workspace to meet stringent privacy and security standards based on industry 
best practices. Google has strong contractual commitments regarding data ownership, data use, 
security, transparency, and accountability. These commitments ensure you maintain control over your 
data and how it is processed, including the assurance that your data is not used for advertising or any 
purpose other than to deliver Google Cloud services. In addition, we give you the tools you need to help 
meet your compliance and reporting requirements.  
 
Furthermore, because protecting data is core to Google Workspace, we can make extensive investments 
in security, resources and expertise at a scale that others cannot. Our investment frees you to focus on 
your business and innovation. Google’s operations and collaboration with the security research 
community also enable us to address vulnerabilities quickly or prevent them entirely. 
 
For these reasons and more, over six million organizations across the globe trust Google with their most 
valuable asset: their information. Google will continue to invest in Google Workspace to allow you to 
benefit from our services in a secure and transparent manner. 
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