SOP Template: Documentation, Reporting, and
Compliance Record-Keeping

This SOP defines the process for documentation, reporting, and compliance record-keeping, including accurate
data collection, timely submission of reports, maintenance of compliance logs, audit preparation, and record retention
protocols. The aim is to ensure transparency, regulatory adherence, and efficient tracking of operational activities within
the organization.

1. Purpose

To establish standard practices for creating, reporting, and maintaining documentation and compliance records to ensure
regulatory compliance and support operational transparency.

2. Scope

This SOP applies to all employees responsible for documentation, compliance reporting, and record-keeping within the
organization.

3. Responsibilities

o All Employees: Ensure accurate and timely documentation of all relevant operational activities.

e Compliance Officer/Manager: Oversee reporting and record-keeping processes, ensure compliance with
regulations, and prepare for audits.

e Supervisors/Managers: Review and approve documentation and reports, and ensure proper retention of records.

4. Definitions

Term Definition
Documentation Written or electronic records detailing processes, activities, and compliance efforts.
Compliance

Report Periodic summary submitted to demonstrate adherence to regulatory requirements.

The systematic control of organizational records to ensure their availability and legal

Record Retention \
compliance.

A systematic review of records and processes to ensure compliance with policies and

Audit ;
regulations.

5. Procedure

1. Accurate Data Collection
o Collect all necessary data at the point of activity.
o Verify completeness and accuracy before submission.

N

. Timely Submission of Reports
o Prepare required reports according to regulatory timelines.
o Submit reports to designated parties or agencies by set deadlines.

3. Maintenance of Compliance Logs
o Log all compliance-related activities and incidents in standardized compliance logs.
o Update logs regularly and store them in a secure, accessible location.

N

. Preparation for Audits
o Compile required documentation and ensure its accuracy and completeness.
o Respond promptly to audit inquiries and provide requested records.

5. Record Retention Protocols
o Maintain records in accordance with the organization's retention schedule and legal requirements.



o Securely dispose of records past their retention period using approved destruction methods.

6. Documentation and Forms

Compliance Reports
Compliance Logs

Audit Preparation Checklists
Record Retention Schedules

7. References

e Applicable Regulatory Guidelines
e Organizational Policies on Data Management

8. Revision History

Version Date Description Author

1.0 2024-06-20 Initial SOP Template Issued Compliance Team
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