SOP Template: Guest List Compilation and Invitation
Distribution

This SOP details the process of guest list compilation and invitation distribution, including the criteria for selecting
invitees, data collection methods, list verification and updates, invitation design and customization, scheduling and
dispatch timing, delivery methods such as email or postal mail, follow-up procedures for RSVP tracking, and data privacy
considerations to ensure a well-organized and efficient guest management system for events or functions.

1. Purpose

To outline standardized procedures for compiling guest lists and distributing invitations for events, ensuring accuracy,
timeliness, personalization, and compliance with data privacy regulations.

2. Scope

This SOP applies to all individuals and teams responsible for event organization, guest management, and invitation
handling.

3. Responsibilities

Event Coordinator: Oversees the entire process.
Guest List Manager: Compiles and verifies the list.
Design Team: Prepares invitation templates.
Distribution Team: Manages dispatch and tracking.

4. Procedure

1. Define Invitation Criteria
o Determine eligibility based on event purpose, target audience, and stakeholder input.
o Record selection criteria in a shared document for transparency.

2. Collect Guest Data
o Gather full names, contact details (email, phone, address), and any special requirements.
o Use secure digital forms (e.g., Google Forms, Microsoft Forms) or internal databases.

3. Guest List Compilation
o Compile data in a standardized format (spreadsheet, event management software).
o Assign unique reference numbers to each entry.

4. Verify and Update Guest List
o Cross-reference with past attendance records and databases for accuracy.
o Validate contact details through direct confirmation where necessary.
o Regularly update the list to reflect responses and changes.

5. Invitation Design and Customization
o Collaborate with the design team for branding, content, and personalization.
o Include RSVP instructions, event details, and privacy notices.

6. Schedule and Timing of Dispatch
o Setinvitation send-out date (typically 4-8 weeks before event).
o Establish RSVP deadline.

7. Invitation Distribution
o Select delivery methods:
= Email (preferred for speed and tracking)
s Postal mail (if required or for formal events)
= Hand delivery (special circumstances)

o Send invitations using mail merge or event management platforms.



8. Follow-Up & RSVP Tracking
o Track responses in the master guest list.
o Send reminders to non-respondents 1 week before RSVP deadline.
o Record special requests (dietary, accessibility) as RSVP responses are received.

9. Data Privacy Considerations
o Handle all guest data in compliance with data protection regulations (e.g., GDPR, CCPA).

o Restrict access to sensitive data and use encrypted storage methods.
o Obtain consent for data use at the information collection stage.

5. Documentation and Records

¢ Maintain copies of compiled lists, invitation samples, and all correspondence.
¢ Document RSVP responses and any guest-specific needs.
¢ Archive records securely for future reference, following retention policies.

6. Revision History

Date Version Description Approved By

2024-06-01 1.0 Initial SOP creation Event Manager
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