SOP: Data Entry Guidelines and Data Validation
Protocols

This SOP defines data entry guidelines and data validation protocols to ensure accuracy, consistency, and integrity
of data input processes. It includes standardized procedures for data collection, entry, verification, correction, and
validation checks to minimize errors and maintain high quality data for reliable reporting and decision-making.

1. Purpose

To establish clear and effective procedures for data entry and validation, minimizing errors and ensuring data quality for
operational and reporting needs.

2. Scope

This SOP applies to all personnel responsible for data collection, entry, and validation in [Department/Project Name].

3. Responsibilities

o Data Entry Operators: Accurate data input and preliminary validation.
¢ Supervisors: Oversight, periodic reviews, and approval of corrected data.
¢ Data Managers: Implementation of validation protocols and training.

4. Procedure

4.1 Data Collection

1. Use standardized and approved data collection forms/templates.
2. Ensure all required fields are completed legibly and accurately.
3. Verify data source authenticity prior to entry.

4.2 Data Entry

1. Access the relevant database/system using secure login credentials.

2. Enter data as per the standardized formats (e.g., date formats, codes, and units).
3. Use system validation prompts and mandatory field checks wherever applicable.
4. Double-check entered data for completeness before submission.

4.3 Data Verification
1. Review data entries for inconsistencies, missing fields, or obvious errors.

2. Compare a random sample of entries against original sources periodically.
3. Log any discrepancies and notify the supervisor for correction.

4.4 Data Correction
1. Ildentify incorrect records and make necessary corrections in accordance with original data sources.
2. Document all corrections with date, time, and responsible person's initials.

3. Seek supervisor's approval for major changes or recurring errors.

4.5 Data Validation Checks

Validation Type Description Frequency
Mandatory Fields Ensure all required fields are completed before record is saved. Every entry
Range Checks Verify numeric values fall within specified limits. Every entry
Format Checks Confirm date, code, and text entries follow prescribed format. Every entry
Referential Integrity Cross-check data against reference tables or master lists. Daily/Weekly

Duplicate Checks Identify and resolve duplicate or conflicting records. Weekly



5. Documentation and Record Keeping

¢ Maintain logs of all data entries, changes, and validation check resullts.
¢ Archive original data sources and correction documentation as per retention policy.

6. Training

¢ All personnel must complete training in data entry standards and validation protocols prior to process involvement.
e Refresher training to be conducted annually and when protocols are updated.

7. Review and Revision History
Version Date Description of Change Approved By

1.0 [Date] Initial SOP Release [Approver Name]

8. References

e [List relevant manuals, regulations, and forms here]
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