SOP Template: Appeals and Reconsideration
Procedures

This SOP defines the appeals and reconsideration procedures to ensure a fair, transparent, and efficient process for
reviewing decisions. It outlines the steps for submitting appeals, criteria for reconsideration, timelines, required
documentation, and roles and responsibilities of involved parties. The goal is to uphold procedural justice by providing
clear guidelines for addressing grievances and reevaluating decisions in a timely manner.

1. Purpose

To establish a structured procedure for appeals and reconsideration, promoting procedural fairness and timely resolution
of grievances.

2. Scope

This procedure applies to all individuals and entities seeking to appeal or request reconsideration of decisions made by
[Organization/Department Name].

3. Definitions

¢ Appeal: A request for a formal review of a decision.
¢ Reconsideration: A request to reevaluate a decision based on new information or evidence.
¢ Appellant: The individual or entity requesting an appeal or reconsideration.

4. Roles and Responsibilities

¢ Appellant: Submits the appeal or request for reconsideration with required documentation.
¢ Appeals Committee/Panel: Reviews appeals and makes final recommendations or decisions.
¢ Administrative Staff: Facilitates communication and ensures documentation is complete.

5. Procedure

1. Notification of Decision: The appellant is informed of the original decision in writing, including information on
appeal rights and processes.
2. Submission of Appeal:
o Submit a written appeal within [specified timeframe, e.g., 14 days] of receiving the original decision.
o Include a clear statement of reasons for appeal and all relevant supporting documents.
3. Criteria for Reconsideration:
o New evidence or information that was not previously available.
o Procedural errors in the original decision process.
o Other relevant grounds as determined by policy.
4. Acknowledgment: The appeals committee/administrative staff acknowledges receipt of the appeal within [e.g.,
3 business days].
5. Review Process:
o Committee reviews the submission, may request additional information, and may invite the appellant to
present their case.
o All parties involved in the original decision may be consulted as needed.
6. Decision and Notification:



o A decision is made and communicated to the appellant within [specified timeline, e.g., 30 days] of
receipt of the appeal.
o The decision s final unless otherwise specified.

6. Documentation Requirements
e Completed appeal form or letter

e Supporting evidence and documentation
¢ Any correspondence relevant to the decision

7. Timelines
¢ Submission of Appeal: Within [e.g., 14 days] of notification of decision

¢ Acknowledgment: Within [e.g., 3 business days] of receipt
¢ Final Decision: Within [e.g., 30 days] of appeal submission

8. Confidentiality and Record-Keeping

¢ All appeals are handled with strict confidentiality.
¢ Records of appeals, supporting documents, and final outcomes are securely maintained for [specified period,
e.g., 5 years].

9. Review and Amendment

This SOP will be reviewed annually or as needed to ensure continued compliance and effectiveness.

10. References

¢ [Organization-specific policy documents]
¢ [Relevant statutes, regulations, and guidelines]
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