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READ THIS FIRST

A useful place to start

Choose one recurring situation: a customer sends your implementation team an API credential, or your team gives a
contractor temporary access to a system. Follow that handoff from the request through the end of access. Include
what happens when somebody is absent, a link expires, or information goes to the wrong person.

Your finished review should answer five questions:

1. Was transferring a secret necessary, and was the recipient authorized?

2. Did the handoff use the agreed protection and minimum necessary access?
3. Where did the recipient put the secret after receiving it?

4. Who ended the underlying access, and how was that checked?

5. What can another person verify without being given the secret?

This is a workflow review, not a penetration test, compliance opinion, or finding that your organization is unsafe.
This self-guided edition has not examined your systems or answers. Complete the worksheets with your own
observations; “not checked” is an acceptable and useful answer.

Do not put passwords, API tokens, private keys, recovery codes, decryption passphrases, or live secret-bearing
links in this report. Use a case reference that does not itself grant access. Preserve necessary evidence in your
approved restricted repository.

Using this PDF

Type in the shaded fields, or print and complete by hand. Save a separate copy for each workflow. Check the
saved copy before sharing it; it must contain no credentials or live access links.
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NAVIGATION

Find the right page

The four distinctions 4

Separate handoff, storage, authorization and evidence.

Choose the right method 5

Start by deciding whether the secret needs to move.

Review and select actions 6

Eight questions and practical responses to common gaps.

Run the two workflows 10
Customer collection and contractor access.

Choose settings and run the exercise 12

Deliberate controls and a seven-day working plan.

Collect useful evidence 14

Control themes, evidence records and practical measures.

Record findings and teach the team 17

Your action page and five-minute team exercise.
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01 / UNDERSTAND

Four distinctions that matter

A handoff is not long-term storage. A temporary delivery mechanism is meant to move information between
authorized parties. The destination for an ongoing application credential may still be a secrets manager; an
employee's reusable password may belong in an approved password manager.

The lifetime of a link is not the lifetime of the credential. Stopping a link does not invalidate a password
already copied from it, terminate a session, or remove an API token from a recipient's computer. End the
underlying access in the system that issued it.

A viewer is not automatically an authorized user. A network address or a successful link open may be useful
evidence, but does not alone establish a named person's business authorization. Record the approval
separately and use the available identity controls appropriately.

A sample is not proof about everything. A clean set of five reviewed handoffs tells you about those five
handoffs. It does not establish that no other copies exist or that an entire control has operated effectively
throughout an audit period.

OWASP's secrets-management guidance distinguishes access control, auditing, rotation, revocation, expiration, and recovery. This
report applies those distinctions to the smaller operational problem of a credential handoff. [R1]

Keep both layers visible

The key operating habit: record the end of the handoff and the end of the underlying access as two separate
events.
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02 / CHOOSE

Should the secret move at all?

Use this decision sequence before selecting a transfer tool.

Question Preferred action

Can the person use their Ask the system owner to provision named access.

own identity with the
required permission?

Can an application obtain Use that managed access path.

a short-lived credential
from an approved
identity or secrets
system?

Does the recipient only Send a sanitized example without live credentials.

need diagnostic context?

Is continuing shared Use an approved shared-vault/access-management
access necessary? process with reviewable membership.

Is a one-off secret Use an approved protected handoff with a recipient,
transfer justified? expiry, destination, and access owner.

PRACTICAL REPORT

Reason to take another route

The target system does not
support an appropriate delegated
account.

A human-mediated bootstrap or
external handoff remains
necessary.

The authorized work genuinely
requires the real value.

A bounded one-off exchange is
the actual requirement.

No approved method fits: escalate
instead of improvising.

Practical rule: selecting “do not transfer a secret” is a successful outcome. Do not introduce temporary sharing into

a workflow that already uses a better controlled access method.

Handoff decision record

Case / task reference

Reason transfer is necessary

Least permission required

CredenShare / Practical security operations
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Recipient / authorization reference

Required access duration / closure owner
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03 / REVIEW QUESTIONS 1-4

Review the workflow

Ask the operator to describe a recent case. Inspect only authorized records. Distinguish what the procedure says from what you
observed. Never collect the credential.

Q1 | Who approved the recipient, purpose, permission, and access duration?
Evidence: A case approval or access request

Status Safe evidence reference / reason

Not established

Q2 | What exact route does the value take, including browser, chat integration, API client, and recipient
device?

Evidence: A brief data-flow description; named applications

Status Safe evidence reference / reason

Not established

Q3 | What is sent to the recipient: a submission-only link, a decryption/access link, or the value itself?
Who else can receive it?

Evidence: Link classification, not the link; distribution list reviewed

Status Safe evidence reference / reason

Not established

Q4 | When does access to the handoff end, and when does underlying access end?
Evidence: Actual settings plus a scheduled source-system action

Status Safe evidence reference / reason

Not established
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03 / REVIEW QUESTIONS 5-8

Review the workflow - continued

Q5 | What protection is applied before access, and has the recipient tested it?
Evidence: A non-sensitive rehearsal result

Status Safe evidence reference / reason

Not established

Q6 | Who, if anyone, can continue the workflow when its creator is absent, what can they reach, and
what recovery material is needed?

Evidence: Tested recovery/backup route or documented access limitation; secure storage reference

Status Safe evidence reference / reason

Not established

Q7 | What happens after receipt: approved storage, use, rotation, revocation, and exception handling?
Evidence: Receiver acknowledgment and source-system closure reference

Status Safe evidence reference / reason

Not established

Q8 | Which records establish what happened, who collects them, and what remains outside visibility?
Evidence: Evidence index with coverage and retention limitations

Status Safe evidence reference / reason

Not established

A bounded conclusion

“For [workflow], we reviewed [records/dates]. We established [observations]. We have not established
[unknowns]. The first action is [change], owned by [person], checked by [test].”

When evidence is unavailable, write “described but not observed.” Job title, budget, size and buying timeline do not
change this review.
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04 / ACTIONS F1-F4

Turn answers into actions

Pick up to three actions for the first week. An urgent incident is handled through your incident process immediately,
not queued behind a routine improvement project.

The following decision rules are a practical triage method created for this report. They are not a breach-probability
model or a SOC 2 score.
F1 — A live value or access-bearing link went to an unintended audience

Act now: involve the system/security owner, stop further distribution, and evaluate revocation or rotation at the
issuing system. Preserve the necessary incident reference before removing material under the incident owner's
direction. Do not circulate screenshots of the secret to explain the problem.

Completion check: the owner verifies the intended access change and records the incident outcome. Deleting a
message alone is not completion.
F2 — Nobody owns the end of underlying access

Act before the next handoff: assign an owner and a dated closure task in the target system's access process. Prefer
a credential or account whose lifetime matches the work. The delivery link's expiry belongs in a separate field.

Completion check: an authorized owner demonstrates the closure action using a test identity, or provides a
source-system record for an actual authorized closure.
F3 — Requests invite customers to reply with secrets

Improve the collection step: replace “email us your password” with a minimal approved submission process. ldentify
who may retrieve the response, avoid unnecessary data fields, and define what happens after it arrives.

Completion check: a test submitter can complete the request without placing a secret in an ordinary message; a
normal case record contains only the completion reference.
F4 — A secure link is treated as harmless text

Improve link handling: identify whether possession of the link permits reading. A decryption/access link receives
the same distribution discipline as the secret it opens. Keep it out of broad tickets, analytics, screenshots, and
reusable templates. A submission-only link has a different purpose and should be clearly labeled.

Completion check: participants can distinguish a collection link from an access link, and no access-bearing value
appears in the normal evidence record.
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04 / ACTIONS F5-F8

Make the process dependable

F5 — One person or one browser is the only recovery path

Prove continuity: confirm the recovery methods, content types and roles your tool and plan actually support. Name
a backup with only the privileges they need, and only for content they can recover; record what they cannot reach.
Rehearse with disposable data from a second approved device or a different authorized account. Never transfer a
person's recovery passphrase to a service provider as a convenience.

CredenShare boundary: recovery controlled by your own organization (zero-knowledge custody) requires a
Business or Enterprise plan. Recovering a colleague's team share requires at least the Admin role. No role can
recover another account's request submissions; plan an approved alternative rather than sharing a login.

Completion check: the backup path works for content within its actual scope. Record limitations for older, personal,
or differently encrypted items.

F6 — Written rules are mistaken for enforced settings

Separate three layers: policy, reusable preset, and technical enforcement. A preset can save effort without
preventing a user from changing a setting. Choose a small verification sample to check the actual items created.

Completion check: the review record identifies each rule as technically enforced, user-selected, or checked by
procedure. An uncovered requirement has an owner and a compensating action.

F7 — The recipient has to keep asking for another copy

Improve timing and usability: arrange a suitable handoff window, test the recipient's login/network conditions, and
explain the approved destination before creating a one-use link. Do not solve repeated failures by silently changing
every handoff to unlimited views or the longest available expiry.

Completion check: representative users complete the workflow without improvisation. Document any justified
setting change and its effect on exposure.

F8 — The report promises more evidence than the tools produce

Narrow the evidence claim: identify the actual creator/account/date scope, events recorded, and export limits.
Supplement with approved change records or acknowledgments where appropriate. Keep missing coverage visible.

Completion check: someone outside the delivery team can match a statement to its supporting record and
understand what the record does not prove.
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05/ WORKFLOW A

Receive a customer’s credential

Objective: an authorized team member receives only the information needed for an agreed task, without making
the case conversation the credential store.

Before the request: confirm that delegated access or a sanitized example will not suffice. Agree the target system,
permission, recipient, and expected task duration with the customer's owner.

Prepare the collection: use a request specific to this case or purpose. Have the operator who will read the response
create the request from their own account; in CredenShare, only the creating account can read submissions. Ask for
only required fields. Label submission and retrieval mechanisms differently. Arrange protected custody for any key
needed to read the response. A form-closing date and the stored response's lifetime must both be understood.

Send instructions: provide the approved submission mechanism to the intended sender, with the reason and the
fields expected. Let the sender verify the request through a known contact route. Do not ask them to attach
credential screenshots.

Receive and use: the authorized operator retrieves the response on an approved device. Store it only in the
authorized destination when continuing access is necessary. Otherwise use it for the bounded task and follow the
applicable disposal procedure.

Confirm without repeating: acknowledge receipt using the case reference. Do not echo the value, an access link, or
a sensitive hostname into a broad ticket.

Close both layers: when no further submissions are needed, end the collection. First open each response still
needed for the authorized task and move it to its approved protected destination—not this report. In CredenShare,
using Expire request now destroys every submission's content at once (the records remain as an audit trail), and the
request page's export cannot decrypt end-to-end encrypted submissions, so do not rely on it as a copy. The system
owner separately ends or rotates the underlying access according to the approved agreement.

Keep the proof: approval reference, configuration check, receipt time, task outcome, and closure reference. The
report needs none of the credential's contents.

Ready-to-use collection message

Subject: Secure information request for [case reference]

To complete [specific task], we need [minimum required information category]. Please use [approved
submission link or access-controlled instructions] rather than replying with the information in this message.
Provide only the fields requested. Do not include unrelated credentials, recovery codes, or customer records.
The information is intended for [named person] for [approved purpose].

Please complete the request by [date and timezone]. You can verify it through [known support/contact route].
We will acknowledge receipt using the case reference, without repeating the information.
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06 / WORKFLOW B

Give a contractor bounded access

Objective: the contractor can perform the approved task, and a named owner can end the access afterward.

Stage Operator instruction Record

Approve Check identity, task, least necessary privilege, and Approval/case reference
end time. Prefer a named temporary account to a
shared privileged identity.

Prepare Create the least-scoped access in the issuing Issuing-system action reference
system. Agree the recipient's readiness and
storage/use instructions.

Deliver Use an approved protected method with explicit Settings summary, no access link
expiry and necessary recipient checks. Share any
separate protection secret through an
independently verified channel.

Confirm Obtain task-specific receipt confirmation without Acknowledgment reference
requesting the secret back.

Operate Route extensions or extra privileges through the Updated authorization
owner instead of reusing old approval.

End Disable/revoke the account or credential as Source-system closure evidence
required; handle active sessions as the system

requires. Stop the transfer link separately.

Review Confirm the task outcome and record exceptions. Completion note

For privileged production operations, choose an approved privileged-access or delegated-identity process when it
meets the need. Temporary secret delivery does not provide session isolation or prevent an authorized recipient
from making a copy.

Close-out record

Access owner / due date / issuer-side closure / handoff closure / acknowledgment
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07 / CONFIGURATION

Choose settings deliberately

The settings below are starting recommendations for review, not required audit values, promises about a product's
defaults, or settings that should be applied blindly.

Handoff

Live, coordinated
handoff to one
person

Asynchronous
delivery

One-case
collection form

Highly sensitive
material

Team recovery

Do not make the only remaining copy of irreplaceable information depend on a destructive view or failed-attempt

Starting setting

One successful retrieval; about
one hour from creation

Up to 24 hours from creation,
minimum justified retrievals

Specific response deadline and
minimum submission count

Avoid transfer where possible;
otherwise use approved
identity/protection and network
controls

Name an approved backup, with
tested recovery, only for content
their role can actually recover.

Adjust when

The legitimate task requires a

longer delivery window

Time zones or operational
needs justify a recorded
exception

Several separate authorized

contributors are expected

A required control is

unavailable or would prevent
the legitimate recipient from

working

The tool, plan, content type or
key model does not permit

recovery

PRACTICAL REPORT

Check

Recipient is ready and
the source retains an
approved recovery path

It has a real deadline
even if never opened

Understand both
lifetimes, and whether
ending the form early
destroys responses (in
CredenShare, the
scheduled end does not;
Expire request now
does)

Escalation or alternate
method, not quiet
weakening

Record inaccessible
content and an
approved alternative

counter. In production, recovery belongs to the customer/system owner. Rehearsals use disposable data.

Approved settings, exceptions, owner and review date

CredenShare / Practical security operations
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08 / WORKING PLAN

One week. One better workflow.

This schedule is a suggested working sequence, not a service-level commitment.

Day Work Tangible output

1 Select the workflow and walk through two or three One-page baseline with explicit
recent cases. unknowns

2 Identify approval, recipient, link classification, Agreed workflow card

destination, and end-of-access owner.

3 Set the approved controls and build reusable, Configuration record and message
non-secret instructions. template
4 Rehearse receipt, expiry, incorrect identity/network Test record with actual results

conditions where applicable, and recovery with
disposable data.

5 Have a representative operator perform the Independent-use observation
workflow without coaching.

6 Review a small authorized sample of real cases, or Sample list with coverage and
mark live observation pending. exceptions

7 Decide what to keep, change, or defer. Assign the Short findings/action report and
next review. named owner

Do not substitute made-up production results when live volume is low. A successful rehearsal is valuable; label it as
a rehearsal.

Workflow / owner / start date Review date / backup owner

What changed during the exercise / next action
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09 / EVIDENCE

Evidence a control owner can use

SOC 2 is an examination of controls in a defined context, not a product badge earned by using a particular sharing
tool. The AICPA's Trust Services Criteria cover several categories; this handoff exercise supports only the relevant
slice of the organization's own controls. Your control owner and service auditor determine applicability and required
evidence. [R2]

Use the following organization-specific mapping. These are evidence themes, not assertions that an entire SOC
criterion is satisfied.

Evidence theme What to prepare What it does not establish

Authorized access Who approved the purpose, recipient, privilege, and That the person never used
duration another account

Protected transfer Selected route and tested protection settings That endpoints or all historical

copies are secure

Controlled change Approved procedure/template version and change That every operator followed it
record throughout an audit period

Monitoring and review Date-scoped records, coverage limits, reviewer, Universal visibility into every
findings attempted access

Removal and recovery Issuer-side access closure plus tested continuity, or Recall of content someone already
a documented recovery limitation with an approved copied
alternative

Responsibility and Named owners and an independent-use exercise Effectiveness solely from

training attendance
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09 / FILLABLE WORKSHEET

Your evidence record

Keep originals in an approved restricted repository; record safe references here. Note redactions, coverage and disposal

responsibility. A checksum detects changes but does not prove completeness or authenticity.

Evidence record 1

Evidence ID / workflow / case

Source account / collector

Statement supported by this record

Coverage limits, redactions and what was not checked

Evidence record 2

Evidence ID / workflow / case

Source account / collector

Statement supported by this record

Coverage limits, redactions and what was not checked

CredenShare / Practical security operations

Date, time and timezone / period

Restricted location / retention owner

Date, time and timezone / period

Restricted location / retention owner
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10 / PRACTICAL MEASURES

Describe and measure the control

A control description to adapt

For the workflows listed in [scope record], [organization] requires documented approval of recipient, purpose,
and underlying access duration. Operators use [approved method] and check [specified protections] before
delivery or collection. The issuing-system owner remains responsible for ending access. [Role] reviews
[defined population/sample] on [cadence], records exceptions, and follows each one to an owner-approved
outcome.

Complete the bracketed fields from actual practice. Do not state that a control operates daily or covers every team
unless that is established.

Collect a small baseline before the change and the same observations afterward. You do not need an incident
history or a speculative breach-cost estimate.

Measure Calculation or observation Interpretation
Successful independent Successful eligible tasks / tasks actually attempted Shows the observed operator
use success rate; retain both counts
Approved-path Sampled cases using the approved path / all eligible Applies only to the reviewed
adherence sampled cases sample
Access closure Cases with verified issuer-side closure / cases due Keep “not yet due” separate
for closure
Rework Number of repeated requests, expired-before-use Diagnose the specific friction
handoffs, or routing mistakes rather than penalize users
Handling effort Comparable case handling times and their median Small samples are directional, not

a guaranteed saving

Evidence readiness Required records available, missing, or not Missing is not equivalent to failed
applicable with reason

lllustration only: if a documented process took eight minutes per case and the comparable new process took five
minutes, the observed difference would be three minutes. Multiplying by 20 comparable cases would estimate 60
minutes. It would not prove an hour was actually saved unless the volume and comparability were established. This
is arithmetic, not a CredenShare customer result.
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11/ FILLABLE WORKSHEET

Your findings and action page

Organization / team / workflow Review dates / reviewer / process owner

Evidence basis — described, rehearsal, live sample or mixed

Practices that already work and should be preserved

Priority 1 — observation / action / owner / due / completion test

Priority 2 — observation / action / owner / due / completion test

Priority 3 — observation / action / owner / due / completion test

Unknowns and exclusions

Decision Owner approval / next review

Not decided
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12 / PRACTICE AND REFERENCES

Teach the team in five minutes

Ask a colleague these questions. Use their answers to identify training needs, not to create another score.

“The link expired. Is the API token now invalid?” No conclusion follows about the token; check the issuing system
and its owner.

“The customer sent the wrong credential. Should | paste it into the ticket so someone can identify it?” No. Record
the case, describe the type of error without the value, and follow the authorized correction/incident process.

“We have a security template. Does that prove every share has the right settings?” No. Check whether each
requirement is enforced or is a preset/procedure needing verification.

“Can | put this report in a broadly accessible team folder?” Only after checking classification and removing
restricted recipient, network, case, and evidence details. The report should never contain secrets.

“No access log appeared. Does that prove nobody tried the link?” Only if the system actually records every relevant
attempt and the query is complete. Otherwise record the visibility limit.

References and basis

The worksheets, triage rules, operating defaults, examples, and review sequence are original practical
recommendations prepared for this report. They are not a validated risk-scoring system or an assurance
engagement. This guide works with any approved handoff tool. Where it notes CredenShare-specific behavior, the
CredenShare product documentation at docs.credenshare.io is the current source.

[R1] OWASP, Secrets Management Cheat Sheet, especially access control, auditing, secret lifecycle, and recovery. Reviewed
September 20, 2026.

[R2] AICPA & CIMA, 2017 Trust Services Criteria, revised points of focus 2022 and System and Organization Controls resources.
Reviewed September 20, 2026. This guide does not reproduce the criteria or prescribe the auditor's conclusions.
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