SOP: Reporting Format, Result Dissemination, and
Follow-up Action Guidelines

This SOP establishes the reporting format, result dissemination, and follow-up action guidelines, detailing
standardized procedures for preparing and submitting reports, effectively sharing results with relevant stakeholders, and
implementing timely follow-up actions to address findings. Its purpose is to ensure clear communication, accountability,
and continuous improvement through systematic reporting and feedback mechanisms.

1. Scope

This SOP applies to all staff involved in the process of report preparation, dissemination, and follow-up actions related to
[Insert Department/Area/Project].

2. Responsibilities

Report Preparer(s): Responsible for data collection, analysis, and preparation of reports.
Supervisor/Manager: Reviews reports, endorses dissemination, and oversees follow-up actions.
Stakeholders: Receive results and provide feedback as needed.

Action Owners: Carry out the assigned follow-up actions and report completion status.

3. Reporting Format

1. Title Page (including report title, date, and preparer)

2. Executive Summary

3. Objectives/Scope

4. Methods/Approach

5. Findings/Results

6. Conclusions and Recommendations

7. Action ltems/Corrective Actions (with assigned owners and deadlines)

8. Appendices (if applicable)
Section Description
Title Page Report title, preparation date, name of preparer
Executive Summary Brief overview of key points and findings
Objectives/Scope Purpose and coverage of the report
Methods/Approach Details of procedures or data used
Findings/Results Summary of results and observations
Conclusions & Recommendations Final judgments and suggested actions
Action ltems Table of assignments for follow-up actions
Appendices Supporting documents, if any

4. Result Dissemination

1. Submit draft to internal supervisor for review and approval.
2. Upon approval, circulate the final report to identified stakeholders via:
o Email (with report attached or link to shared folder)
o Internal portal or document repository
o Team meetings or presentations (as needed)
3. Record dissemination details (date, recipients) for traceability.
4. Confirm receipt and understanding by requiring acknowledgment from recipients where appropriate.

5. Follow-up Action Guidelines



. ldentify specific findings requiring action.
. Assign follow-up actions to designated owners with clear deadlines.
3. Document action items in a tracking log, including:
o Description of action
o Responsible person/department
o Target completion date
o Status updates
4. Monitor progress periodically through scheduled reviews/meetings.
5. Upon completion, action owners submit evidence or confirmation.
6. Supervisor/manager verifies completion and closes the action item in the log.
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Action Item Owner Deadline Status

Example: Update policy document Jane Doe 2024-07-15 In Progress

6. Documentation & Records

¢ Maintain electronic and/or hard copies of all reports and supporting documents.
¢ Ensure accessibility for authorized personnel and confidentiality as applicable.
¢ Retain records according to organizational policy and regulatory requirements.

7. Review and Continuous Improvement

e Conduct periodic reviews of this SOP and update as necessary to enhance effectiveness.
¢ Encourage feedback from users for process improvement.

8. References

¢ [Insert reference documents, policies, or regulations related to reporting and follow-up actions]
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