Standard Operating Procedure (SOP)

Product Knowledge and Information Dissemination

Purpose

This SOP details the processes for product knowledge and information dissemination, encompassing
comprehensive training on product features, benefits, and specifications, effective communication strategies to convey
accurate information to customers and stakeholders, utilization of various platforms for sharing updates, and measures
to ensure consistency and accuracy in all product-related communications. Its purpose is to enhance understanding,
promote informed decision-making, and maintain brand integrity across all channels.

Scope

Applies to all employees responsible for product training, customer communication, marketing, and information
management regarding company products.

Responsibilities

Product Manager: Oversees product information creation and validation.

Training Coordinator: Organizes internal product knowledge sessions.

Marketing Team: Ensures consistent and accurate dissemination across channels.
Sales Team: Delivers up-to-date product details to customers.

Quality Assurance: Audits the accuracy and consistency of disseminated information.

Procedures

1. Product Information Compilation
o Gather comprehensive details on product features, benefits, specifications, and intended use.
o Validate information with the Product Manager prior to dissemination.

2. Training & Knowledge Sharing
o Conduct regular training sessions for internal stakeholders (sales, customer service, marketing).
o Distribute relevant documentation, FAQs, and update modules as needed.

3. Information Dissemination
o Communicate product updates and launches across approved platforms (website, social media, email
newsletters, and press releases).
o Ensure all information released to the public is approved and up-to-date.

4. Communication Standards
o Use consistent terminology, approved messaging, and visual branding.
o Double-check accuracy and relevance of all outgoing information.

5. Monitoring & Feedback

o Collect feedback from employees and customers regarding clarity and accuracy.
o Review and revise materials in response to feedback or product changes.

Communication Platforms

Platform Purpose Responsible
Website & Intranet Main source for product documentation and updates Product/IT Teams

Announcing product changes and launches to customers and

stakeholders Marketing Team

Email Newsletters

Social Media Sharing key features and timely updates Marketing Team



Platform Purpose Responsible

Internal Training
Sessions

Training

Improving staff product knowledge Coordinator

Press Releases Major product announcements PR/Marketing

Quality Control Measures

Regularly review and update all product-related content.

Establish an approval workflow for content dissemination.

Conduct periodic training refreshers and knowledge checks.

Perform random audits of published information for accuracy and consistency.

Records & Documentation

¢ Maintain version-controlled product documents and training materials.
¢ Document attendance and feedback from training sessions.
¢ Archive all public communications for future reference and audits.

Review & Continuous Improvement

¢ Conduct annual reviews of product knowledge SOP for relevance and effectiveness.
¢ Update processes based on market needs, training feedback, and audit results.
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