Standard Operating Procedure (SOP): Communication
Plan for Internal and External Stakeholders

This SOP details the communication plan for internal and external stakeholders, covering communication objectives,
key messages, stakeholder identification, communication methods and channels, roles and responsibilities, frequency and
timing of communications, feedback and response mechanisms, and documentation and reporting protocols. The aim is to
ensure clear, consistent, and effective communication that supports organizational goals and fosters strong relationships with
all stakeholders.

1. Purpose

To establish a structured communication process that promotes clarity, consistency, and collaboration between the
organization and its internal and external stakeholders.

2. Scope

This SOP applies to all projects, departments, and activities requiring communication with stakeholders both within and
outside the organization.

3. Communication Objectives

Ensure information is shared promptly and accurately.
Promote transparency and trust among stakeholders.
Facilitate feedback and continuous improvement.

Align stakeholder expectations with organizational goals.

4. Key Messages

Project updates and milestones

Organizational goals and strategy

Changes in policies, procedures, or processes
Roles, responsibilities, and expectations
Achievements, challenges, and opportunities

5. Stakeholder Identification

Type Stakeholder Interests/Concerns

Internal Employees, Departments, Managers, Leadership | Operational updates, policy changes, organizational

Team performance

Clients, Partners, Suppliers, Regulators, Media, Product/service information, compliance, partnership
External . "

Community opportunities

6. Communication Methods and Channels

Email and newsletters

Meetings (in-person, virtual)

Reports, memos, and briefs
Company intranet and portals

Press releases and public statements
Surveys and feedback forms

7. Roles and Responsibilities

Communication Lead/Manager: Develops and oversees implementation of the plan.
Department Heads: Communicate and cascade messages within their teams.

Project Managers: Communicate project-specific updates to relevant stakeholders.

All Employees: Responsible for reading and responding to communications as required.

8. Frequency and Timing of Communications




Communication Type

Frequency

Audience

Project Updates Weekly/Bi-weekly Project Team, Leadership, Clients (as needed)
Company Newsletters Monthly All Employees, Key External Partners
Policy Changes As needed All Impacted Stakeholders

Feedback Surveys

Quarterly/After Major Milestones

Relevant Stakeholders

9. Feedback and Response Mechanisms

e Dedicated email addresses or feedback forms for queries and suggestions.
e Regular review of feedback with response provided within 3-5 business days.
e Feedback summary reports shared with relevant teams for action and follow-up.

10. Documentation and Reporting Protocols

e Maintain records of all key communications and stakeholder correspondences.
¢ Archive communication materials per organizational data retention policies.
e Prepare periodic communication effectiveness reports for leadership review.

11. Review and Continuous Improvement

¢ Review this SOP annually or as needed to ensure relevance and effectiveness.
¢ Update communication strategies based on feedback and organizational changes.
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