
Standard Operating Procedure (SOP)

Development of Evaluation Criteria and Performance Indicators

This SOP details the process for the development of evaluation criteria and performance indicators, focusing on
establishing clear, measurable standards to assess project outcomes and organizational effectiveness. It includes
guidelines for defining relevant criteria, selecting appropriate performance indicators, involving stakeholders, ensuring
alignment with strategic goals, and maintaining consistency and objectivity in evaluations. The purpose is to provide a
structured approach to monitor progress, enhance decision-making, and improve overall performance through reliable
and valid measurement tools.

1. Purpose

To provide a systematic approach for developing evaluation criteria and performance indicators that supports objective
monitoring and assessment of initiatives and organizational performance.

2. Scope

This SOP applies to all projects, programs, or functional areas where performance evaluation is required.

3. Responsibilities

Project/Program Managers: Lead the development process and coordinate stakeholder input.
Evaluation Team: Support research, drafting, and refinement of criteria and indicators.
Stakeholders: Offer feedback and validate proposed criteria and indicators.
Senior Management: Approve final evaluation framework.

4. Procedure

1. Define Objectives:
Clearly articulate the purpose and expected outcomes to guide criteria development.

2. Engage Stakeholders:
Identify and involve relevant stakeholders to ensure buy-in and diverse perspectives.

3. Establish Evaluation Criteria:
Identify what aspects of performance will be assessed (e.g., quality, effectiveness, efficiency, sustainability).
Ensure criteria are relevant, specific, and actionable.

4. Select Performance Indicators:
Choose quantifiable and qualitative indicators aligned with each criterion.
Ensure indicators are SMART (Specific, Measurable, Achievable, Relevant, Time-bound).

5. Align with Strategic Goals:
Verify consistency with organizational mission, vision, and strategy.

6. Document and Review:
Develop a matrix documenting criteria, indicators, data sources, and methods.
Distribute for stakeholder review and incorporate feedback.

7. Approval and Implementation:
Obtain final approval from senior management.
Communicate the framework and integrate it into evaluation processes.

8. Monitor and Revise:
Regularly review and update criteria and indicators based on lessons learned and changes in strategic
direction.

5. Evaluation Matrix Template



Evaluation
Criterion Performance Indicator Data Source Measurement

Method

Quality Percentage of deliverables meeting quality
standards

Quality Assurance
Reports Document Review

Timeliness Proportion of milestones met on schedule Project Timeline Schedule Analysis

Stakeholder
Satisfaction Stakeholder satisfaction score Surveys Survey Analysis

Efficiency Resource utilization rate Resource Logs Data Analysis

6. Documentation & Records

Maintain records of all criteria/indicator drafts, feedback, and final approvals.
Ensure documentation is updated and stored in the designated repository.

7. References

Organizational strategic plan
Relevant standards and guidelines
Industry best practices

8. Revision & Review

This SOP should be reviewed and updated annually or as needed based on organizational changes or process
improvements.
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