Standard Operating Procedure (SOP): Scheduling and
Calendar Management

Purpose

This SOP details the process of scheduling and calendar management, encompassing the systematic organization of
appointments, meetings, and events to optimize time utilization. It includes guidelines for prioritizing tasks, coordinating
with team members, managing deadlines, and ensuring timely notifications and reminders. The objective is to enhance
productivity and prevent scheduling conflicts through effective calendar oversight.

Scope

This procedure applies to all employees responsible for managing their own or others' calendars, scheduling meetings,
monitoring deadlines, and coordinating team events.

Responsibilities

e Calendar Owners: Maintain accurate and up-to-date calendars.
¢ Administrators/Assistants: Schedule meetings, send invites, and manage conflicts as needed.
e Attendees: Respond to meeting invites and notify organizers of any changes.

Procedure

1. Calendar Setup
o Select a standardized calendar platform (e.g., Outlook, Google Calendar).
o Grant necessary access permissions to relevant parties.
2. Scheduling Appointments & Meetings
o Check attendee availability using the calendar platform's scheduling tools.
o Prioritize events based on urgency and importance.
o Send calendar invites with clear agenda, date, time, and location (virtual/physical).
3. Managing Events & Deadlines
o Regularly review upcoming events and deadlines.
o Use color-coding or tags to differentiate event types (e.g., internal, client-facing, deadlines).
4. Reminders & Notifications
o Set automated reminders for all appointments (e.g., 24 hours and 15 minutes prior).
o Encourage recipients to accept, decline, or propose new times promptly.
5. Conflict Resolution
o Monitor for scheduling overlaps using the platform's conflict detection.
o Communicate promptly with affected parties to reschedule as needed.
6. Ongoing Review & Maintenance
o Conduct weekly reviews of calendar for accuracy and completeness.
o Update or cancel events promptly as circumstances change.

Best Practices

Establish core hours for meetings to minimize conflicts.

Use descriptive titles and clear agendas for events.

Avoid last-minute changes when possible.

Utilize calendar sharing to ensure visibility among team members.

Documentation & Records

e Maintain an up-to-date digital calendar as the primary record of all scheduled events.
¢ Archive past events and meeting notes as needed for reference.
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