
SOP Template: Guest Registration and Attendee
Management
This SOP details guest registration and attendee management processes, including pre-event registration setup, on-
site check-in procedures, attendee verification, badge distribution, data privacy compliance, real-time attendance
tracking, and post-event reporting. The goal is to ensure a seamless and efficient experience for guests while maintaining
accurate attendance records and enhancing event security and organization.

1. Purpose
To provide standardized procedures for guest registration and attendee management to guarantee efficiency, security,
and compliance during all event phases.

2. Scope
Applies to all staff involved in guest registration and management before, during, and after the event.

3. Responsibilities
Event Manager: Overall oversight and final approval.
Registration Team: Handles setup, check-in, badge distribution, and data processing.
IT/Data Manager: Ensures systems are functional and compliance with data privacy policies.

4. Procedures
4.1 Pre-Event Registration Setup

1. Select and configure a registration platform (online, app, on-site kiosks).
2. Create registration forms with required attendee information (name, contact details, company, etc.).
3. Set up email confirmations with QR code/ticket for check-in.
4. Test the registration system for functionality and reliability.
5. Communicate registration process and deadlines to prospective attendees.

4.2 On-Site Check-In Procedures

1. Set up check-in stations at all entry points.
2. Staff each station with trained personnel and necessary equipment (laptops, QR/badge scanners, stationary

badges/passes).
3. Direct attendees to appropriate queues (pre-registered, VIP, walk-in).

4.3 Attendee Verification

1. Verify attendee identity via registration confirmation (QR code/ticket) or valid photo ID.
2. Check registration status in the system and resolve discrepancies.
3. Escalate unresolved issues to event manager as needed.

4.4 Badge Distribution

1. Issue badges immediately upon successful verification.
2. Ensure badges contain correct attendee information (name, company, access level if applicable).
3. For VIPs or speakers, issue special badges and any required materials.

4.5 Data Privacy Compliance

1. Collect and handle attendee data according to GDPR and relevant local regulations.
2. Limit data access to authorized personnel only.
3. Store data securely; shred or permanently delete data when no longer required.
4. Obtain consent for marketing communications.

4.6 Real-Time Attendance Tracking



1. Utilize check-in software or manual logs to record attendee entry and exit times.
2. Monitor attendance statistics to manage overcrowding or security concerns.
3. Provide live updates to management as needed.

4.7 Post-Event Reporting

1. Extract attendance data and generate summary reports (total attendance, demographic breakdown, peak times,
etc.).

2. Review and analyze feedback or incident reports related to check-in/registration.
3. Conduct debrief meetings to identify improvement areas for future events.
4. Archive or securely dispose of registration data as per policy.

5. Documentation
Completed registration forms
Attendance logs
Incident reports (if any)
Post-event attendance and feedback reports

6. References
EU General Data Protection Regulation (GDPR)
Company Data Protection Policy
Event Registration Software User Guides

7. Revision History

Date Version Change Description Author

2024-06-15 1.0 Initial SOP draft Event Management Team
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