SOP Template: Reporting and Performance Metrics
Analysis

This SOP details the process for reporting and performance metrics analysis, encompassing data collection, report
generation, key performance indicator (KPI) tracking, data validation, trend analysis, and the presentation of actionable
insights. The goal is to ensure accurate, timely, and meaningful performance evaluations that inform strategic decisions
and drive continuous improvement across the organization.

1. Purpose

To define a standardized process for accurate and timely collection, analysis, and reporting of performance metrics that
support organizational goals.

2. Scope

This SOP applies to all staff involved in the collection, validation, and analysis of performance data, as well as those
responsible for creating and distributing performance reports.

3. Definitions

Term Definition

KPI (Key Performance Quantifiable measure used to evaluate organizational success in meeting
Indicator) objectives.

Trend Analysis Assessment of performance data over time to identify patterns or changes.
Data Validation Process of ensuring data accuracy, completeness, and consistency.

4. Roles and Responsibilities

Data Owners: Ensure data integrity and availability.

Analysts: Compile data, validate accuracy, perform analysis, and generate reports.
Managers: Review reports, provide feedback, and implement actionable insights.
Stakeholders: Utilize reports for decision-making and strategic planning.

5. Procedure

1. Data Collection
o Identify required data sources (databases, platforms, departments, etc.).
o Schedule data extraction according to reporting frequency (e.g., weekly, monthly).
o Document source systems and data extraction methods.
2. Data Validation
o Check data for completeness, correctness, and consistency.
o Address data anomalies and rectify errors with data owners.
3. KPI Tracking
o Map collected data to defined KPIs.
o Calculate values as per organizational definitions and benchmarks.
4. Report Generation
o Compile data into standard reporting formats (tables, graphs, dashboards).
o Draft executive summaries highlighting key outcomes.
5. Trend Analysis
o Conduct comparative analysis of current vs. historical data.
o Identify positive/negative trends, root causes, and anomalies.
6. Presentation of Insights
o Summarize actionable findings with recommended actions.
o Disseminate reports to relevant stakeholders in an agreed format and timeline.
7. Feedback and Continuous Improvement
o Collect feedback from report users.



o Refine KPlIs, reporting formats, and analysis as needed.

6. Documentation and Records

e Maintain versions of all reports, analysis documents, and feedback received.
e Ensure data and reports are stored securely following organizational policies.

7. Review and Revision

e This SOP must be reviewed annually or as significant changes in KPls, data systems, or reporting requirements
occur.
e Updates must be communicated promptly to all relevant personnel.

8. References

e Data Management Policy
e QOrganizational Reporting Guidelines
e KPICatalog/Definitions
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