
SOP: Guest List Management and RSVP Tracking
This SOP details guest list management and RSVP tracking, encompassing procedures for creating and
maintaining accurate guest lists, sending invitations, monitoring responses, updating attendance records, and ensuring
effective communication with invitees. The goal is to streamline event planning by organizing attendee information,
managing confirmations efficiently, and facilitating smooth event execution.

1. Purpose
To establish a standard procedure for managing event guest lists and RSVP tracking to ensure accurate, organized,
and efficient event planning.

2. Scope
This SOP applies to all staff involved in planning and executing events requiring guest invitations and tracking
attendance confirmations.

3. Responsibilities
Event Coordinator: Oversees guest list creation, invitation distribution, and RSVP tracking.
Administrative Staff: Supports data entry, list updates, and communication with guests as needed.
IT Support (if digital tools are used): Maintains guest management software and addresses technical issues.

4. Procedure
1. Guest List Creation

a. Obtain event criteria and capacity limits from stakeholders.
b. Create a master guest list including:

Full name
Contact information (email, phone, address as needed)
Affiliation or relationship to the event
Special accommodations (dietary restrictions, accessibility needs, etc.)

c. Store and manage the list in a centralized, secure location (spreadsheet, event management software,
etc.).

d. Assign a unique identifier to each guest for tracking purposes.

2. Invitation Distribution
a. Design event invitations with all necessary event details (date, time, location, RSVP deadline, reply

instructions).
b. Send invitations via preferred method (email, postal mail, event platform, etc.).
c. Track successful delivery and address any failed deliveries.

3. RSVP Tracking
a. Monitor incoming RSVPs through designated channels (email, online forms, event app, phone, etc.).
b. Update attendance status on the guest list promptly.
c. Record additional details (plus ones, meal selections, etc.).

4. Follow-up Communications
a. Send reminders to guests who have not responded by the RSVP deadline.
b. Send confirmations or event updates to attendees as necessary.
c. Notify waitlist guests if openings become available.

5. Finalization and On-site Management
a. Export and review final guest list at least 48 hours before the event.
b. Share attendance records with relevant event staff (registration, catering, security, etc.).
c. Provide check-in tools (printed lists, digital check-in app, name badges).

6. Post-event Updates
a. Update guest list to reflect actual attendance.
b. Send post-event thank you messages and feedback surveys when appropriate.

5. Documentation and Sample Tracking Table



Guest Name Email Phone RSVP Status Notes

John Doe johndoe@email.com 555-123-4567 Confirmed Vegetarian meal

Jane Smith janesmith@email.com 555-222-3333 Pending N/A

6. Tools & Resources
Spreadsheets (Excel, Google Sheets)
Event management platforms (Eventbrite, Cvent, RSVPify, etc.)
Email marketing tools (Mailchimp, Constant Contact)
Communication templates for invitations, reminders, and follow-ups

7. Review & Update
Review and update this SOP annually or after major events to incorporate feedback and process improvements.
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