
Standard Operating Procedure (SOP): Report Writing
Standards and Language Use
This SOP defines the report writing standards and language use to ensure clarity, consistency, and professionalism
in all organizational reports. It covers guidelines on structure, tone, grammar, formatting, and objective language to
enhance readability and effective communication across departments. The goal is to produce clear, concise, and
accurate reports that meet organizational and industry standards.

1. Purpose
To establish clear guidelines for report writing, ensuring all organizational reports are professional, accurate, and
consistent in language, structure, and presentation.

2. Scope
This SOP applies to all employees and contractors responsible for preparing internal and external reports within the
organization.

3. Responsibilities
Report Authors: Follow all outlined standards for report writing and formatting.
Supervisors/Managers: Review reports for compliance with this SOP.
Quality Assurance: Monitor adherence to standards across reports.

4. Report Structure Guidelines
Title Page: Include report title, date, author name, and department.
Table of Contents: Use for reports longer than 5 pages.
Executive Summary: Provide a brief overview of key findings and recommendations.
Introduction: State the purpose and objectives of the report.
Main Body: Organize sections logically with headings and subheadings.
Conclusion: Summarize findings and propose recommendations.
References: Cite all sources using a consistent citation style (e.g., APA, MLA).
Appendices: Attach supporting documents or data if necessary.

5. Language and Tone
Use clear, concise, and objective language.
Maintain a formal and professional tone at all times.
Avoid jargon, slang, or colloquialisms unless industry-specific terminology is essential.
Write in the third person unless a first-person perspective is required.
Be neutral and avoid expressing personal opinions unless requested.

6. Grammar and Style
Check spelling, grammar, and punctuation carefully.
Use active voice where possible for clarity.
Use complete sentences and consistent verb tenses throughout.
Ensure subject-verb agreement.
Abbreviations should be defined on first use.

7. Formatting Standards
Use a standard font (e.g., Arial or Times New Roman, 11-12 pt).
Use 1.15 to 1.5 line spacing and standard margins (1 inch).
Use headings and subheadings for structure; apply bold or larger font size as needed.
Number pages consecutively.
Use bullet points or numbered lists for clarity when outlining items.



8. Review and Approval
Draft reports should be reviewed by peers or supervisors for compliance with this SOP.
Incorporate all feedback and corrections before final submission or distribution.

9. Revision and Updates
This SOP shall be reviewed annually or as required to ensure ongoing relevance and compliance with organizational and
industry standards.

10. References
Refer to the organization's Style Guide, industry-specific reporting guidelines, and applicable citation standards (e.g.,
APA, MLA).
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