SOP Template: Internal Team Briefing and Task
Allocation

This SOP details the process for conducting internal team briefing and task allocation, including preparation of
briefing materials, agenda setting, communication protocols, role assignments, task prioritization, time management
strategies, and follow-up procedures. The goal is to enhance team coordination, ensure clear understanding of
responsibilities, and optimize productivity through efficient distribution of tasks and collaborative discussion.

1. Preparation

1. Define Objectives: Clearly identify goals and desired outcomes for the briefing.
2. Prepare Briefing Materials:

o Project or task overview documents

o Supporting data and reports

o Previous meeting notes or follow-up items

3. Set the Agenda:
o List topics for discussion
o Allocate time for each item
o Include task allocation and feedback sessions

4. Send Out Invitations: Distribute agenda and materials to all participants in advance.

2. Conducting the Briefing

1. Establish Communication Protocols:
o Set ground rules for participation
o Determine communication tools (e.g., in-person, video call, chat)
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. Review Agenda and Objectives: Briefly outline the purpose and structure of the meeting.
. Discuss Key Points:

o Present updates, progress, and challenges

o Address questions and provide clarifications
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4. Allocate Roles and Tasks:
o Assign specific tasks to team members
o Record assignments using a tracking template or system
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. Prioritize Tasks: Rank tasks based on urgency, importance, and dependencies.
. Time Management: Monitor agenda timing, ensuring each topic receives sufficient discussion.
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3. Task Allocation & Tracking

Task Assigned To Priority Deadline Status
Sample Task 1 Team Member A High YYYY-MM-DD To Do
Sample Task 2 Team Member B Medium YYYY-MM-DD In Progress

4. Follow-Up Procedures

1. Document Actions and Decisions: Record main discussion points, action items, and responsible individuals.
2. Distribute Meeting Minutes: Share a written summary and task list with all participants within 24 hours.

3. Monitor Progress: Regularly review task status using the tracking system, and provide support as needed.

4. Schedule Next Briefing: Set date and agenda for the next check-in or follow-up meeting.

Note: This SOP should be reviewed and updated regularly to reflect process improvements, changes in team
structure, or organizational priorities.
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