Standard Operating Procedure (SOP): Application
Receipt, Acknowledgement, and Database Management

This SOP details the process for application receipt, acknowledgement, and database management, including steps
for receiving applications, issuing timely acknowledgements to applicants, accurately entering application data into the
database, regularly updating records, and ensuring data integrity and security. The purpose is to maintain an organized and
efficient application handling system that supports transparency and effective tracking throughout the review process.

1. Purpose

To ensure all applications are logged, acknowledged, and managed systematically to uphold accuracy, transparency, and
security throughout the review lifecycle.

2. Scope

This procedure applies to all staff responsible for handling applications submitted via online portals, emails, or in-person, as
well as maintaining the associated application database.

3. Responsibilities

Role Responsibility
Application Officer Initial receipt, data entry, and acknowledgement issuance
Database Administrator Database maintenance, updates, backup, and security monitoring
Review Committee Access and review application records as needed

4. Procedure

4.1 Application Receipt

¢ Receive applications via designated channels (online portal, email, or physical submission).
e Assign a unique reference number or code to each application upon receipt.
¢ Record the date and time of receipt.

4.2 Acknowledgement Issuance

¢ Send acknowledgement emails to applicants within 2 business days of receipt using a standardized template.
¢ Include application reference number, date received, and anticipated next steps in the acknowledgement.
¢ |Log acknowledgement dispatch details in the master database.

4.3 Data Entry & Management

¢ Accurately enter all application details into the secure application database.

e Double-check data entries for spelling, completeness, and accuracy.

¢ Assign applicable tags or status indicators (e.g., &€ Received', &€ Under Review', &€ Incomplete’).
¢ Attach scanned documents or electronic files to the database record as needed.

4.4 Database Updates & Maintenance

¢ Update application statuses and attach new information (e.g., reviewer comments or supplementary documents) as
needed.

¢ Conduct weekly audits for data consistency and integrity.

¢ Archive old or irrelevant applications in compliance with data retention policies.

4.5 Data Integrity & Security

¢ Restrict database access to authorized personnel only.
¢ Maintain user access logs and track any changes made to application records.
e Perform regular data backups in accordance with [T and compliance policies.



¢ Encrypt sensitive applicant information within the database.

5. Documentation & Records

¢ Retain all application-related correspondence, acknowledgements, and records in the centralized database.
¢ Ensure all process steps are timestamped and tracked for audit readiness.

6. Review & Continuous Improvement

¢ Review this SOP annually or as required based on process changes.
¢ Incorporate staff feedback and audit outcomes to improve efficiency and compliance.
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