
SOP Template: Cross-Department Collaboration
Framework
This SOP establishes a cross-department collaboration framework designed to enhance communication,
coordination, and teamwork among different departments. The framework includes standardized processes for
information sharing, joint project planning, conflict resolution, and performance tracking. It aims to foster a collaborative
culture, ensure alignment of goals, optimize resource utilization, and improve overall organizational efficiency through
structured interdepartmental collaboration.

1. Purpose
To create a standardized process that facilitates effective collaboration across all departments, improving
communication, project execution, and resource optimization.

2. Scope
Applies to all departments within the organization.
Relevant to any cross-functional projects, initiatives, or issues requiring interdepartmental cooperation.

3. Responsibilities

Role Responsibilities

Department
Heads

Lead cross-departmental initiatives, align departmental objectives, ensure participation and
accountability.

Project Leads Coordinate joint project planning and execution, report progress, and identify collaboration
opportunities.

Team Members Engage in open communication, contribute expertise, and follow agreed collaboration processes.

HR/Process
Owner Monitor framework implementation, mediate conflicts, and facilitate training as needed.

4. Procedures
1. Initiating Collaboration

Identify opportunities or needs for cross-departmental collaboration.
Submit a collaboration request to involved department heads and relevant stakeholders.
Assign project leads and define the collaboration scope.

2. Information Sharing
Utilize centralized platforms (e.g., SharePoint, Slack) for document sharing and project tracking.
Host regular interdepartmental meetings for status updates and knowledge exchange.

3. Joint Project Planning
Define project objectives, timelines, responsibilities, and KPIs collaboratively.
Develop a joint project plan and secure necessary resources.

4. Conflict Resolution
Address conflicts promptly through facilitated discussions.
Escalate unresolved issues to department heads or HR/process owner for mediation.

5. Performance Tracking
Review progress against KPIs during scheduled meetings.
Document lessons learned and best practices for future collaborations.

5. Documentation
Maintain records of collaboration requests, meeting minutes, and joint project plans.



Store documentation centrally for transparency and reference.

6. Review & Continuous Improvement
Conduct periodic reviews of collaboration outcomes and process effectiveness.
Gather feedback from participants for ongoing improvement.
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