
SOP: Regulatory and Compliance Reporting
Requirements
This SOP defines the regulatory and compliance reporting requirements necessary for adhering to industry
standards, legal mandates, and organizational policies. It outlines the procedures for timely and accurate submission of
reports, documentation of compliance activities, monitoring of regulatory changes, and internal auditing to ensure
ongoing conformity. The goal is to maintain transparency, avoid penalties, and support continuous improvement
through systematic compliance and reporting processes.

1. Scope
This procedure applies to all departments and employees responsible for regulatory and compliance reporting within
the organization.

2. Purpose
Ensure timely and accurate regulatory compliance reporting.
Maintain thorough documentation of compliance activities.
Monitor updates to regulatory requirements.
Facilitate internal reviews and remediation to support ongoing conformity.

3. Responsibilities

Role Responsibility

Compliance Officer Oversee all regulatory reporting activities and provide guidance on compliance standards.

Department Manager Ensure department-specific reports are prepared and reviewed for accuracy and timeliness.

Reporting Staff Compile required data, complete reports, and maintain documentation.

Internal Audit Conduct periodic reviews to ensure adherence to reporting protocols.

4. Procedure
1. Identify Applicable Regulations: Maintain a register of all relevant regulatory, legal, and industry standards

requiring compliance reporting.
2. Documentation: Collect and organize supporting documentation for all compliance activities and reports.
3. Report Preparation:

Assign report generation to designated personnel.
Complete reports using current and accurate data sources.

4. Submission:
Submit completed reports to the appropriate regulatory bodies by specified deadlines.
Maintain confirmation of submission as part of compliance records.

5. Monitoring Regulatory Changes:
Subscribe to updates from key regulatory authorities.
Review organizational processes routinely to align with new or updated requirements.

6. Internal Auditing and Review:
Schedule regular internal audits of reporting processes and records.
Document and address any non-compliance issues immediately.

7. Continuous Improvement:
Conduct post-report assessments to identify process improvement opportunities.
Implement corrective or preventive actions as necessary.

5. Records Management
All reports and supporting documentation must be retained according to the organization's records retention



policy.
Electronic and paper records must be securely stored and easily retrievable for audits or regulatory inspections.

6. References
List of applicable Regulations and Standards (e.g., GDPR, OSHA, SEC Rules, etc.)
Internal Policy Documents
Regulatory Authority Websites

7. Review and Revision
This SOP will be reviewed annually or upon significant regulatory change.
All changes must be documented and communicated to relevant stakeholders.

Approved by: ___________________      Date: _____________
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