SOP Template: Feedback and Response Expectations
and Timeframes

This SOP defines feedback and response expectations and timeframes, outlining the protocols for providing timely and
constructive feedback, setting clear response deadlines, and ensuring consistent communication standards. It aims to
enhance collaboration, improve process efficiency, and maintain accountability by specifying how feedback should be
delivered, received, and acted upon within designated timeframes.

1. Purpose

To establish clear guidelines for submitting, receiving, and responding to feedback within set deadlines, promoting efficiency
and fostering a culture of continuous improvement.

2. Scope

This SOP applies to all employees, contractors, and stakeholders engaged in internal and external communication requiring
feedback or a response within the organization.

3. Definitions

¢ Feedback: Constructive comments, suggestions, or evaluations related to work performance, deliverables,

processes, or behavior.
¢ Response: Acknowledgment, reply, or action taken based on received feedback.
¢ Timeframe: The required period within which an individual must provide feedback or a response.

4. Roles and Responsibilities

Role Responsibility
Originator Provides clear, constructive, and actionable feedback.
Recipient Receives, acknowledges, and acts on feedback within specified timeframes.

Monitors compliance, resolves disputes, and supports continuous improvement of feedback

Manager/Supervisor
processes.

5. Procedures

1. Requesting Feedback
o Clearly state the purpose, desired outcomes, and specific areas for feedback.
o Specify required response timeframe (see section 6).

2. Giving Feedback
o Use respectful and constructive language.
o Be specific, objective, and provide actionable suggestions.
o Deliver feedback through agreed-upon channels (email, platform, meeting, etc.).

3. Receiving Feedback
o Acknowledge receipt within the specified timeframe.
o Evaluate feedback objectively and implement changes if required.
o Request clarification if feedback is unclear.

4. Escalation
o Ifresponses/feedback are not provided within deadlines, escalate to a manager or supervisor.

6. Expected Timeframes

Type of Feedback/Request Expected Acknowledgment Expected Response/Action

Routine feedback (e.g., project review) 1 business day 3 business days



Urgent feedback (e.g., critical issues) 4 hours 1 business day
General inquiries 1 business day 2 business days

Escalations Immediately upon receipt Within 1 business day

7. Communication Channels

¢ Email (preferred for official documentation)
¢ Project management platforms (e.g., Asana, Jira, Teams)
¢ Meetings (follow up with written summary)

8. Non-Compliance

Failure to meet feedback and response expectations may result in process delays and, in repeated cases, formal follow-up
with management for corrective action.

9. Review and Continuous Improvement

This SOP will be reviewed annually to ensure relevancy and effectiveness. Feedback about this process should be directed
to the HR or Quality Assurance departments.
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