
SOP Template: Documentation and Archiving of
Internal Communications
This SOP details the process for documentation and archiving of internal communications, ensuring systematic
recording, secure storage, and easy retrieval of all company correspondence. It covers guidelines for capturing emails,
memos, meeting minutes, and digital messages, compliance with data retention policies, confidentiality maintenance,
and archiving protocols. The aim is to promote transparency, accountability, and efficient information management within
the organization.

1. Purpose
To establish standardized procedures for documenting and archiving internal communications in compliance with
organizational and legal requirements.

2. Scope
This SOP applies to all employees, contractors, and departments involved in the creation, distribution, and storage of
internal communications, including but not limited to emails, memos, meeting minutes, and digital messages.

3. Responsibilities
Employees: Ensure timely and accurate documentation of relevant communications.
Supervisors/Managers: Monitor adherence to the SOP and address any issues.
IT Department: Provide secure storage solutions and ensure backup and retrieval capability.
Compliance Officer: Oversee compliance with policies and regulations.

4. Procedure
1. Documentation

Record all relevant communications, including but not limited to:
Emails related to company operations
Memos, notices, and announcements
Meeting agendas, minutes, attendance lists
Instant messages and chats (as specified by policy)

Use standardized templates where applicable.
Clearly identify the date, sender, recipients, and subject.

2. Archiving
Store electronic documents in approved, secure storage systems (e.g., document management software,
company SharePoint).
Physical records must be archived in locked cabinets or secure file rooms.
Assign clear file naming conventions and folder structures for easy retrieval.

3. Retention & Disposal
Follow the company's data retention schedule for all types of communication.
Securely dispose of data past the required retention period using approved methods (e.g., shredding, secure
deletion).

4. Confidentiality
Restrict access to archived communications to authorized personnel only.
Maintain confidentiality and privacy in line with company policy and legal requirements.

5. Retrieval
Implement and maintain an index or search tool to facilitate information retrieval.
Track and log requests for access or retrieval of archived communications.

5. Compliance and Review
Regularly review archiving and documentation practices to ensure compliance with internal policies and legal
requirements.
Conduct periodic training for employees on documentation and archiving procedures.
Update this SOP as needed based on regulatory changes or organizational needs.



6. References
Company Data Retention Policy
Information Security Policy
Applicable data protection laws and regulations

7. Revision History

Version Date Description Author

1.0 2024-06-01 Initial release [Author Name]
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