
SOP Template: Client Data Collection and Verification
This SOP details the process for client data collection and verification, encompassing methods for gathering accurate
client information, validation techniques to ensure data integrity, procedures for secure data storage, and compliance with
data protection regulations. The goal is to maintain reliable and up-to-date client records to support effective
communication, service delivery, and operational efficiency.

1. Purpose
To standardize procedures for collecting, verifying, and storing client data, ensuring data accuracy, confidentiality, and
compliance with applicable laws.

2. Scope
This SOP applies to all employees and contractors who are responsible for handling client data as part of their job
functions.

3. Definitions

Term Definition

Client Data Any information that identifies or can be used to identify an individual client, including personal, contact,
and transactional information.

Data
Verification The process of reviewing and validating data to ensure accuracy and authenticity.

Data
Integrity The accuracy, consistency, and reliability of data throughout its lifecycle.

4. Responsibilities
Client Services Team: Collect client data and ensure its accuracy during onboarding.
Data Management Team: Conduct regular data verification and maintain secure storage.
Compliance Officer: Ensure all data collection and storage practices comply with data protection regulations.

5. Procedure
5.1 Data Collection

1. Obtain consent from clients for data collection and storage.
2. Collect client data through standardized forms (physical or electronic).
3. Ensure completeness and legibility/accuracy of information collected.
4. Enter collected data into the authorized client management system.

5.2 Data Verification

1. Cross-check collected data with official documents (e.g., ID, utility bill, company registration).
2. Utilize validation tools (e.g., email/phone verification systems) where applicable.
3. Flag and resolve discrepancies by contacting the client for clarification or additional documents.
4. Document verification steps and outcomes in the client's record.

5.3 Secure Data Storage

1. Store all physical documents in a secure, access-controlled location.
2. Secure electronic records using encrypted databases and access controls (user authentication, audit trails).
3. Limit access to authorized personnel only.
4. Back up electronic data regularly and test recovery procedures.

5.4 Compliance and Review



1. Adhere to local and international data protection regulations (e.g., GDPR, CCPA).
2. Notify clients regarding data privacy and their rights at time of collection.
3. Periodically review and update client records to ensure data is up-to-date and accurate.
4. Report any data breaches or unauthorized access as per incident management SOP.

6. Records and Documentation
Client data collection forms
Verification logs
Consent forms
Data access logs
Data review reports

7. Revision and Review
This SOP shall be reviewed annually or as required due to regulatory changes.

8. References
General Data Protection Regulation (GDPR)
California Consumer Privacy Act (CCPA)
Organization Data Protection Policy
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