Standard Operating Procedure (SOP)

Notification and Confirmation Process for Participants

This SOP details the notification and confirmation process for participants, including timely communication
methods, notification schedules, confirmation requirements, follow-up procedures, and documentation standards to
ensure participant awareness and commitment for events or activities. The goal is to facilitate efficient coordination
and minimize misunderstandings through clear, consistent communication.

1. Purpose

To outline the steps for notifying participants and confirming attendance for events or activities.

2. Scope

This SOP applies to all staff involved in organizing and managing events or activities requiring participant coordination.

3. Responsibilities

¢ Event Coordinator: Oversees entire notification and confirmation process.
¢ Communication Officer: Sends notifications and manages responses.
¢ Administrative Assistant: Maintains documentation records.

4. Procedure

1. Notification of Participants
o Identify all participants and secure accurate contact details.
o Select appropriate communication methods (e.g., email, phone, SMS, postal mail).
o Send initial notification at least [X] days before the event or deadline, detailing:
= Date, time, and location of the event/activity
s Agenda or purpose
= Any preparation required
s Request for confirmation of attendance
2. Notification Schedule
o [nitial Notification: [X] days prior to event
o First Reminder: [X-3] days prior to event
o Final Reminder: 1 day prior to event
3. Confirmation Process
o Participants must confirm attendance by replying to the notification (e.g., reply email, response form,
phone confirmation).
o Establish a firm deadline for confirmation responses.
o Track responses in a secure, updated participant list.
4. Follow-Up
o Follow up individually with non-responders within [X] days after the initial notification or before the
confirmation deadline.
o Document all follow-up attempts and responses.
5. Documentation
o Maintain records of all communications and responses.
o Store documentation securely, accessible only to authorized staff.
o Retain records for at least [X] months after the event.

5. Communication Methods Reference

Method Usage Advantages
Email Formal notification, documentation Written record, easy to track
Phone Immediate response, urgent reminders Direct, personal touch
SMS/Text Quick reminders, widespread reach Fast, widely accessible
Postal mail Official correspondence, if digital access is unavailable Physical record
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Initial SOP release.
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