SOP Template: Data Import and Export Instructions

This SOP provides detailed data import and export instructions, covering the processes for transferring data into and
out of systems, ensuring data integrity and security, outlining steps for format compatibility, data validation, error handling,
and documentation. It aims to facilitate efficient and accurate data exchange between various platforms and applications.

1. Purpose

To define standardized procedures for importing and exporting data to and from [System/Application Name],
ensuring consistency, security, and data integrity throughout the process.

2. Scope

This SOP applies to all personnel involved in the transfer, import, or export of data within [Department/Organization
Name]. It covers structured data, formatted files, and interactions with third-party platforms.

3. Responsibilities

* Data Owners: Initiate and approve data transfer requests; ensure compliance with data policies.
¢ IT/Data Team: Execute import/export operations; validate data; handle errors.
¢ End Users: Prepare data for transfer and perform preliminary validation checks.

4. Data Import Instructions

1. Preparation

o Ensure data source files are complete, validated, and in the approved format (e.g., CSV, XML, JSON).
o Perform initial quality checks for completeness and ensure there is no sensitive information unless
encrypted.
2. Format Compatibility

o Verify that data formats match system requirements (e.g., field names, data types, encoding).
o Use data mapping templates when necessary.
3. Data Validation

o Use system provided tools or scripts to validate the imported data before final load.
o Check for duplicates, missing fields, and data inconsistencies.
4. Import Process

o Access the system's import interface (manual or automated).
o Upload/transfer files and initiate the import according to system instructions.
5. Error Handling

o Review system logs or error messages for failed records.
o Address errors and re-import affected records as necessary.
6. Post-Import Review

o Verify imported data within the system for accuracy and completeness.
o Document the import activity (date, operator, summary of records imported, errors resolved).



5. Data Export Instructions

1. Request and Authorization

o Verify export requests are documented and approved by data owners or authorized personnel.
2. Select Data

o |dentify and select the required data sets, fields, and date ranges for export.
3. Format Selection

o Choose the appropriate export format compatible with the target system (e.g., CSV for Excel, JSON for
APIs).
4. Execute Export

o Use the system's export functions, ensuring exported files are encrypted or password-protected if
containing sensitive data.
5. Validation

o Review exported files for completeness, accuracy, format compatibility, and data integrity.
6. Transfer and Delivery

o Share exported files via approved secure channels (e.g., encrypted email, secure FTP).
7. Documentation

o Record export details (date, purpose, data sets, recipients, security measures applied).

6. Data Integrity and Security

¢ Always handle sensitive data in accordance with organizational data privacy and security policies.
e Ensure secure storage and transfer of all files involved in import/export.
¢ Apply encryption, access control, and audit trails as appropriate.

7. Error Handling

e |Log all errors and exceptions during import/export processes.
¢ Investigate causes of errors and take corrective actions prior to re-attempt.
e Maintain error documentation for audit and continuous improvement purposes.

8. Documentation and Audit Trail

¢ Maintain detailed records of all import/export activities, including dates, personnel, files, and any issues
encountered.
e Store documentation in compliance with organizational record-keeping requirements.

9. Review and Revision History

¢ This SOP should be reviewed annually or after significant system/process changes.
e Document all revisions and archive previous versions securely.
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