SOP: Deadline Tracking and Follow-up Actions

This SOP details the process of deadline tracking and follow-up actions, including setting clear deadlines, monitoring
progress, sending timely reminders, and implementing corrective measures for missed deadlines. The goal is to ensure
tasks are completed efficiently and on time by maintaining organized tracking systems and proactive follow-up
procedures.

1. Purpose

To establish a standardized procedure for setting, monitoring, and managing deadlines, and for following up to ensure
timely completion of all assigned tasks.

2. Scope

This SOP applies to all team members and managers responsible for project and task management within the
organization.

3. Responsibilities

o Team Members: Review assigned deadlines, update progress, and communicate potential delays proactively.
¢ Managers/Supervisors: Assign deadlines, monitor task status, send reminders, and address missed deadlines.

4. Procedure

1. Setting Deadlines
o Identify all key tasks and milestones.
o Determine realistic deadlines considering scope and resources.
o Clearly communicate deadlines to all responsible team members.
o Log all deadlines in an approved tracking system (e.g., spreadsheet, project management software).
2. Monitoring Progress
o Review progress at regular intervals (e.g., daily, weekly).
o Update tracking systems with status and any changes to timelines.
3. Sending Reminders
o Send automated or manual reminders to team members leading up to deadlines:
= -1 week before the deadline
= -3 days before the deadline
s - Onthe day of the deadline
o Document all reminder communications for reference.
4. Follow-up Actions for Missed Deadlines
o Immediately alert the responsible individual and supervisor.
Identify the cause of the missed deadline.
o Develop and implement a corrective action plan.
o Seta new deadline if needed and update the tracking system.
o Document lessons learned to prevent recurrence.
5. Reporting
o Generate weekly/monthly reports on deadlines met/missed.
o Share reports with management in regular review meetings.

o

5. Tools & Resources

Tool/Resource Purpose
Project Management Software (e.g., Asana, Trello, Tracking tasks and deadlines, sending automated
Jira) reminders
Shared Calendar Marking deadlines and milestones, facilitating visibility
Email Templates Quickly sending reminders and follow-up messages

Status Reports Reviewing overall progress and identifying bottlenecks



6. Review & Continuous Improvement

¢ Review this SOP annually or as needed to incorporate feedback and optimize the process.
¢ Encourage staff to suggest improvements or flag process gaps.

Note: All team members are expected to adhere to this SOP to ensure timely completion of tasks and objectives.
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