Standard Operating Procedure (SOP): Customer Data
Validation and Confirmation

This SOP details the procedures for customer data validation and confirmation, ensuring the accuracy and
completeness of customer information. It covers data collection methods, verification techniques, validation criteria,
confirmation processes with customers, handling discrepancies, and maintaining data integrity. The objective is to

enhance data quality, reduce errors, and improve customer communication and satisfaction.

1. Purpose

To ensure all customer data collected, stored, and processed is accurate, complete, and up-to-date, thereby improving

operational efficiency and customer satisfaction.

2. Scope

This procedure applies to all employees involved in acquiring, updating, or managing customer data across all platforms.

3. Responsibilities

Data Entry Personnel: Collect and input customer data accurately.

Verification Team: Validate data using approved criteria and methods.

Customer Service Reps: Confirm data with customers and resolve discrepancies.

Data Manager/Admin: Oversee data integrity and initiate regular audits.
4. Procedure

4.1 Data Collection

1. Obtain customer information through approved sources (e.g., forms, online registration, direct communication).
2. Ensure all mandatory fields are completed before data submission.
3. Provide clear instructions and privacy statements to customers regarding data use and security.

4.2 Data Verification

e Cross-check collected data with authoritative sources (ID, utility bill, government database, etc.).
¢ Use automated validation tools where possible (email syntax check, phone number format, etc.).

e Check for data consistency (e.g., date of birth aligns with age, valid addresses, etc.).

4.3 Validation Criteria

Data Field Validation Criteria Tools/Methods
Full Name Contains only alphabetic characters, matches official ID Manual check, ID comparison
Email Address Valid email format, unique in system Automated validation tool
Phone Number Valid country code and format Format checker

Address Existence and completeness, matches delivery areas Address verification service



4.4 Confirmation with Customers

1. Send confirmation request to customers via email, SMS, or phone call.
2. Request customers to review and confirm the recorded data.
3. Document customer responses and any updates provided.

4.5 Handling Discrepancies

¢ [f discrepancies or errors are found, contact the customer for clarification.
e Update records only upon receipt of verified information.

¢ Maintain a log of corrections and communications related to data updates.

4.6 Data Integrity and Security

¢ Ensure all data is stored securely and accessible only to authorized personnel.
¢ Perform periodic audits of customer data for accuracy and completeness.
¢ Adhere to applicable data protection regulations (e.g., GDPR, CCPA).

5. Documentation & Records

Customer data collection forms and digital entries

Verification logs and audit reports

Customer confirmation records

¢ Discrepancy and correction logs
6. Review & Update
This SOP should be reviewed annually or upon significant changes to processes, legal requirements, or data systems.

7. References

¢ Company Data Management Policy
¢ Applicable Data Protection Regulations (GDPR, CCPA, etc.)
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