
SOP: Procedures for Drafting and Formatting Internal
Messages

This SOP details procedures for drafting and formatting internal messages, covering message structure, tone
and language guidelines, use of templates and standard formats, clarity and conciseness best practices,
appropriate use of headings and bullet points, consistency in branding and style, review and approval processes,
and distribution protocols. The objective is to ensure all internal communications are professional, clear, coherent,
and aligned with organizational standards to facilitate effective information sharing and collaboration.

1. Message Structure
Begin with a clear subject line summarizing the message content.
Include a greeting tailored to the recipients.
State the purpose of the message in the opening paragraph.
Present information logically, using paragraphs and sections where appropriate.
End with a clear call to action or conclusion and a polite closing.

2. Tone and Language Guidelines
Maintain a professional and respectful tone at all times.
Use clear, straightforward language; avoid jargon unless commonly understood internally.
Be courteous and constructive in all communications.

3. Use of Templates and Standard Formats
Utilize approved message templates when available (e.g., announcements, meeting requests, memos).
Adhere to standard formatting guidelines: font, size, colors, and email signature.
Incorporate organization logo or branding as specified.

4. Clarity and Conciseness Best Practices
Be direct and concise. Eliminate unnecessary words and repetitions.
Break up complex information into digestible sections or bullet points.
Use plain language to enhance understanding.

5. Appropriate Use of Headings and Bullet Points
Use descriptive headings to organize information.
Employ bullet points or numbered lists for instructions, tasks, or important details.
Limit the length of lists to improve readability.

6. Consistency in Branding and Style
Follow the organization's branding guidelines in all messages.
Use consistent terminology, format, and style across all communications.
Refer to the organization's style guide for grammar, punctuation, and tone.

7. Review and Approval Processes
Proofread all messages for accuracy, clarity, and professionalism before sending.
For sensitive or high-visibility communications, obtain necessary approvals as per internal policy.
Keep records of reviewed and approved messages where applicable.

8. Distribution Protocols



Select recipients carefully to ensure messages are distributed appropriately.
Use predefined distribution lists where available for targeted communication.
Verify confidentiality requirements before sharing sensitive information.

9. Continuous Improvement
Solicit feedback on internal communication practices periodically.
Update message templates and SOPs as needed to reflect best practices and organizational changes.
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