
SOP: Data Entry, Verification, and Data Security
Protocols
This SOP details the data entry, verification, and data security protocols to ensure accuracy, integrity, and
confidentiality of data. It covers standardized procedures for data input, systematic verification steps to minimize errors,
and robust security measures to protect sensitive information from unauthorized access, data breaches, and loss. The
document aims to maintain high-quality data management practices that support operational efficiency and regulatory
compliance.

1. Purpose
To provide standardized procedures for data entry, verification, and security to ensure data accuracy, integrity, and
confidentiality.

2. Scope
This SOP applies to all personnel responsible for handling, inputting, verifying, and securing data within the organization.

3. Responsibilities
Data Entry Staff: Ensure accurate and timely data input.
Supervisors/Managers: Oversee data verification processes and enforce compliance.
IT/Data Security Team: Implement and monitor security measures to protect data.

4. Procedures
4.1 Data Entry

1. Collect data from verified and authorized sources only.
2. Use standardized data entry templates or systems.
3. Enter data accurately, following predefined formats (e.g., date, time, decimal points).
4. Review entries for completeness before submission.
5. Document any data anomalies or irregularities.

4.2 Data Verification

1. Double-check entered data against source documents.
2. Utilize automated validation checks where available (e.g., data type, mandatory field completion).
3. Conduct peer reviews or second-person checks for critical data sets.
4. Flag and correct errors promptly. Document corrections and maintain error logs.
5. Schedule periodic audits of data sets to ensure ongoing accuracy.

4.3 Data Security

1. Restrict access to sensitive data based on user roles.
2. Implement strong password policies and multi-factor authentication.
3. Store data in encrypted formats, both at rest and during transmission.
4. Regularly back up data to secure, offsite locations.
5. Train personnel on data security best practices and protocols.
6. Report suspected breaches or unauthorized access immediately to the IT/Data Security Team.

5. Documentation & Records
1. Maintain logs of data entry, verification, and security breaches.
2. Retain records according to regulatory and organizational requirements.

6. Review & Update
1. Review this SOP at least annually or after significant changes in processes or regulations.



2. Update and communicate changes to all relevant personnel.

7. References
Data Protection Legislation (GDPR, HIPAA, etc.)
Organizational Data Management Policies
IT Security Frameworks (e.g., ISO/IEC 27001)

8. Definitions

Term Definition

Data Entry The process of inputting data into a computer system or database.

Data Verification The process of ensuring data accuracy and consistency with source documents.

Data Security Measures taken to protect data from unauthorized access, corruption, or loss.
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