SOP Template: Handling of Duplicate, Missing, or
Inconsistent Entries

This SOP details the procedures for handling duplicate, missing, or inconsistent entries in data management
systems. It covers identification techniques, verification processes, correction protocols, and prevention measures to
ensure data integrity and accuracy. The goal is to maintain reliable and consistent data by addressing errors promptly and
effectively.

1. Purpose

To outline standardized procedures for identifying, verifying, correcting, and preventing duplicate, missing, or inconsistent
data entries in all organizational records and databases.

2. Scope

This SOP applies to all employees involved in data entry, processing, and management within the organization.

3. Definitions

¢ Duplicate Entries: Repeated records representing the same data.
¢ Missing Entries: Data records or fields left blank or unrecorded.
¢ Inconsistent Entries: Data records with conflicting or contradictory information.

4. Responsibilities

¢ Data Entry Personnel: Initial identification and flagging of issues during entry.
o Data Manager/Supervisor: Oversight, verification, and approval of corrective actions.
¢ [IT/Data Team: Implementation of automated checks where applicable.

5. Procedures

5.1 Identification

¢ Use built-in validation features in data management software (e.g., duplicate detection, mandatory field alerts, data
type constraints).

¢ Run periodic reports or scripts to scan for duplicate, missing, or inconsistent entries.

e Encourage manual review during data entry and processing.

5.2 Verification

e Cross-reference flagged entries against original data sources or supporting documentation.
e Consult with relevant personnel or departments when necessary to confirm the accuracy of suspect records.

5.3 Correction

Remove or merge duplicate records based on verified information and according to data retention policies.
Promptly complete missing fields with correct data; contact data owners if information is not available.
Rectify inconsistencies by referring to authoritative sources or escalating unresolved conflicts to a supervisor.
Document all corrections, noting the date, person responsible, and reason for the change.

5.4 Prevention

Provide regular training for all staff involved in data entry and management.
Update and improve validation and error-detection tools as needed.
Establish clear data entry guidelines and standards.

Conduct routine audits to monitor data quality and identify recurring issues.

6. Documentation and Reporting



¢ Maintain a log of identified and corrected entries, including details of actions taken.
¢ Report persistent or systemic data issues to management for further analysis and resolution.

7. Review and Evaluation

This SOP should be reviewed annually or as needed to address new technologies, processes, or common issues
identified during routine audits.

8. References

e Data management policies and standards
¢ Relevant regulatory or compliance requirements
e Data entry and validation guidelines

9. Revision History

Date Version Description Author

2024-06-15(1.0 Initial SOP template | Data Management Team
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