SOP Template: Notification to Relevant
Departments/Parties

This SOP details the notification to relevant departments/parties, outlining the process for timely and accurate
communication of critical information. It covers the identification of key stakeholders, methods of notification, standard
message formats, escalation protocols, and record-keeping requirements. The objective is to ensure efficient
coordination and prompt response by all involved parties to maintain operational continuity and address issues
effectively.

1. Purpose

To define the standardized process for notifying relevant departments and parties of critical information, enabling
coordinated and timely responses.

2. Scope

This procedure applies to all staff members, departments, and stakeholders involved in the notification process related to
operational incidents, updates, and other critical matters.

3. Responsibilities

Initiator: Identifies the need for notification and triggers the process.

Notification Coordinator: Drafts, approves, and sends notifications.

Relevant Departments/Parties: Acknowledge receipt and act on the information provided.
Records Department: Maintains records of notifications for audit and compliance.

4. Procedure

[N

. ldentify Stakeholders:
o Determine departments/parties affected or required to respond.
o Reference the stakeholder contact list (see Appendix A).
2. Select Notification Method:
o Email, phone call, messaging platform, or formal memo as appropriate to urgency/severity.
3. Draft Notification:
o Use standard message format (see section 5).
4. Approval (if required):
o Get necessary approvals as per internal policy before sending out notifications.
5. Send Notification:
o Dispatch notification using the chosen method.
6. Confirmation & Escalation:
o Obtain acknowledgment from recipients.
o If no acknowledgment within defined timeframe, escalate to next level as per escalation protocol.
7. Record Keeping:
o Log notification details in centralized record-keeping system.

5. Standard Message Format

Field Description

Subject Clear, concise summary of the notification topic
Sender Name and contact information

Message Body Detailed information, actions required, deadlines
Recipients List of departments/parties addressed

Attachment(s) Related documents or evidence (if any)



Response Required Specify if acknowledgment or action is needed

6. Escalation Protocol

1. No response within designated time &1’ Remind once.
2. Stillno response a1’ Escalate to immediate supervisor or department head.
3. Continue escalation as per organizational hierarchy until resolved.

7. Record-Keeping Requirements

¢ All notifications must be logged with date, time, sender, recipients, and message content.
¢ Records to be stored for a minimum of XX months/years as per compliance requirements.
¢ Access to logs should be restricted to authorized personnel only.

8. Appendix A: Stakeholder Contact List (Template)

Department/Party Contact Person Email/Phone
IT Department [Name] [Contact Info]
HR Department [Name] [Contact Info]
Facilities [Name] [Contact Info]
External Vendor [Name] [Contact Info]

Note: Adjust timelines, escalation levels, and record retention in accordance with your organization's policies and
regulatory requirements.
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