SOP: Scheduling and Notification Processes

This SOP details the scheduling and notification processes, covering the systematic approach to planning,
coordinating, and communicating schedules efficiently. It includes the creation, approval, and distribution of schedules,
notification protocols for stakeholders, and tools utilized for ensuring timely updates. The objective is to enhance
organizational workflow, minimize scheduling conflicts, and ensure all parties receive accurate and prompt information
regarding appointments, meetings, and deadlines.

1. Purpose

To establish a standardized process for scheduling and notification to improve organizational efficiency, avoid
conflicts, and keep all stakeholders informed in a timely manner.

2. Scope

This SOP applies to all employees, managers, and relevant stakeholders involved in planning, coordinating, and
communicating schedules for meetings, appointments, and critical deadlines.

3. Definitions

¢ Schedule: A documented timeline of planned events, meetings, appointments, and deadlines.
o Stakeholder: Anyone affected by or involved in the scheduled event (e.g., employees, clients, management).
¢ Notification: The process of informing stakeholders about scheduling details or changes.

4. Responsibilities

Role Responsibilities
Scheduler Coordinates, creates, and proposes schedules.
Approver (Supervisor/Manager) Reviews and approves proposed schedules before distribution.
All Stakeholders Review schedule notifications and acknowledge or respond as required.

5. Procedures

1. Schedule Creation:
o Identify the need for scheduling (event, meeting, appointment, deadline).
o Consult all key participants about availability and constraints.
o Create a draft schedule, ensuring it does not conflict with existing commitments.
2. Approval Process:
o Send draft schedule to designated approver(s) for review.
o Revise schedule as necessary based on feedback.
o Obtain documented approval (email, signature, or digital tool acknowledgement).
3. Distribution:
o Communicate finalized schedules to all relevant stakeholders using standardized tools (e.g., calendar
invites, email, project management platforms).
o Request acknowledgement of receipt if required.
4. Notification of Updates/Changes:
o Immediately inform affected stakeholders of any changes or cancellations.
o Use rapid notification channels (instant messaging, calls) for urgent updates.
5. Record Keeping:
o Maintain records of schedules, approvals, and notifications for accountability and reference.

6. Tools and Platforms

e Calendar Software (e.g., Outlook, Google Calendar)
¢ Email Platforms
¢ Project Management Tools (e.g., Asana, Trello)



¢ Instant Messaging Apps (e.g., Slack, Microsoft Teams)
e Company Intranet or Portal

7. Notification Protocol

1. Primary notifications are sent via company-approved channels for traceability.

2. All notifications must include:

Event title/subject

Date and time

Location (if applicable)

Relevant participants

Action required (if any)

Contact person for queries

3. Forurgent updates, utilize the most immediate communication method available.
4. Log all notifications and track acknowledgements as needed.
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8. Revision and Review

This SOP will be reviewed annually or as needed to ensure continued relevance and effectiveness. Updates will be
documented and communicated to all stakeholders.
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