
SOP: Documentation and Communication of Process
Updates
Purpose:

This SOP details the documentation and communication of process updates, ensuring that all changes to
procedures are accurately recorded, effectively communicated to relevant stakeholders, and consistently maintained. It
covers methods for updating process documents, approval workflows, communication channels, and timelines for
distributing updates to promote transparency, compliance, and operational efficiency within the organization.

Scope
This SOP applies to all employees and managers involved in initiating, approving, documenting, or communicating
changes to any official organizational procedure.

Definitions
Process Update: Any modification, addition, or removal of procedural steps within an organization's documented
processes.
Stakeholder: Any individual or group affected by or involved in the process being updated.
Approval Workflow: The formal sequence of review and sign-off required before communicating and
implementing process changes.

Responsibilities
Process Owner: Initiates and drafts process updates; ensures accuracy and compliance with standards.
Approvers: Reviews and approves updates prior to distribution.
Document Controller: Maintains master documentation repository and version control.
All Employees: Reviews and applies updated processes as communicated.

Procedure
1. Initiating Process Updates

Identify the need for a process update (regulatory changes, operational improvements, etc.).
Draft changes in the approved template format, ensuring clarity and completeness.

2. Review and Approval Workflow
Submit draft to designated approvers (e.g., department head, compliance officer).
Approvers review for accuracy, compliance, and organizational alignment.
Record formal approval (electronic/email signature or documented sign-off).

3. Documentation and Version Control
Update process documents with new version number, effective date, summary of changes, and approver
names.
Archive previous versions as per document management policy.

4. Communication of Updates
Use official communication channels (email, intranet, newsletters, or meetings).
Include clear summary of changes and effective date.
Specify any required training or immediate actions.
Allow for questions and feedback within a defined window (e.g., 7 days).

5. Monitoring and Compliance
Ensure updated processes are being followed via audits or feedback mechanisms.
Address non-compliance and provide additional training if required.

Communication Timeline

Action Responsible Timeline

Draft process update Process Owner Within 2 business days of need
identification



Approval review Approvers Within 3 business days of submission

Document update & archiving Document Controller Within 1 business day after approval

Communication to
stakeholders

Process
Owner/HR/Communications Immediately after documentation update

Records and Documentation
Maintain updated process documents in the central repository.
Keep approval records and communication logs for audit purposes.
Document feedback and required training sessions, if any.

References
Documentation Management Policy
Change Management Procedure
Organizational Communication Policy

Revision History

Version Date Description Approval

1.0 2024-06-01 Initial SOP Template Creation Jane Doe, QA Manager
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