SOP: Reporting and Documentation of Alumni
Activities and Outcomes

This SOP defines the process for reporting and documentation of alumni activities and outcomes, ensuring
accurate and timely recording of alumni engagement, events participation, achievements, and contributions. It outlines
standardized procedures for collecting data, maintaining records, preparing reports, and sharing insights with
stakeholders to support institutional development and strengthen alumni relations.

1. Purpose

To establish standardized procedures for the systematic reporting, documentation, and analysis of alumni activities and
outcomes for institutional growth and strong alumni engagement.

2. Scope

This SOP applies to all personnel involved in alumni relations, data management, event coordination, and reporting within
the institution.

3. Responsibilities

Role Responsibilities

Alumni Relations Officer | Oversee data collection, verify and update alumni records, coordinate reporting.

[T/Data Management Maintain alumni database integrity and provide technical support for data entry and
Team management.

Event Coordinator Document alumni event participation and collect feedback/data post-event.
Reporting Officer Prepare and disseminate periodic reports to stakeholders.

4. Procedure

1. Data Collection
o Gather alumni engagement data from event registrations, surveys, and direct communications.
o Record details of participation, achievements, professional milestones, and contributions.

2. Data Entry & Verification
o Input data into the centralized alumni management system within 7 days of collection.
o Verify accuracy through follow-up, cross-checking, and regular audits.

3. Documenting Outcomes
o Categorize outcomes (event participation, awards/recognition, donations, career progress, etc.) for each
alumnus.

4. Reporting
o Prepare monthly/quarterly/annual activity and outcome reports as defined by the institution.
o Highlight key statistics, trends, success stories, and recommendations.

5. Sharing Insights

o Distribute reports to relevant stakeholders (management, faculty, alumni network, etc.).
o Solicit feedback and incorporate suggestions for process improvement.

5. Documentation & Record Keeping

¢ Maintain digital archives of all reports, event records, and supporting documents for a minimum of 5 years.
¢ Ensure data security and confidentiality as per institutional policies and data protection laws.



6. Review and Continuous Improvement

¢ Conduct periodic reviews of the SOP's effectiveness (at least annually or after major events).
¢ Update procedures as needed to enhance accuracy, efficiency, and usability.

7. References

¢ Institutional Data Protection & Privacy Policy
¢ Alumni Management System User Manual

8. Appendices

e Sample alumni engagement data collection form
e Reporting template
e Contact list of responsible personnel
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