SOP: Analysis and Solution Recommendation
Methodologies

Purpose: This SOP details analysis and solution recommendation methodologies, including data collection and
validation techniques, problem identification processes, analytical tools and frameworks, criteria for evaluating potential
solutions, stakeholder consultation practices, risk assessment and impact analysis, documentation standards, and
presentation of actionable recommendations. The objective is to ensure systematic, evidence-based decision-making that
addresses core issues effectively and supports strategic goals.

1. Data Collection and Validation

Define data requirements based on project objectives.

Select appropriate data sources (internal records, surveys, interviews, external reports, etc.).
Collect quantitative and qualitative data using standardized tools.

Validate data through cross-verification, statistical checks, or triangulation.

Ensure data integrity and confidentiality.

2. Problem Identification

e Conduct root cause analysis using methods such as the 5 Whys or Fishbone Diagram.
¢ Engage relevant stakeholders for input and perspectives.
e Formulate clear, concise problem statements.

3. Analytical Tools and Frameworks

e Utilize frameworks such as SWOT, PESTLE, Gap Analysis, Pareto Analysis, or Cost-Benefit Analysis as
applicable.

e Apply statistical analysis, trends, and benchmarking for comparative purposes.

¢ Document assumptions, limitations, and variables impacting analysis.

4. Evaluation Criteria for Solutions

¢ Define solution criteria: feasibility, impact, cost, time, resources, sustainability, and alignment with strategic goals.
e Score or rank alternatives using weighted decision matrix or similar tools.

5. Stakeholder Consultation

¢ Identify and map key stakeholders affected by the issue or potential solutions.
¢ Conduct consultations via surveys, workshops, interviews, or focus groups.
¢ Document stakeholder feedback and incorporate into analysis.

6. Risk Assessment & Impact Analysis

Identify risks associated with each solution option.

Assess probability and impact using risk matrix or similar tools.
Propose mitigation measures for high-priority risks.

Evaluate expected impacts on operations, finances, and stakeholders.

7. Documentation Standards

¢ Maintain detailed records of data, analysis, assumptions, and discussions.
¢ Use standardized templates for reporting findings and recommendations.
e Ensure documents are accessible, version-controlled, and archived securely.

8. Presentation of Actionable Recommendations

e Summarize key findings, analysis, and recommended solutions in a clear, executive format.



¢ Include rationale, anticipated benefits, resource requirements, timelines, and implementation steps.
e Use data visualizations and infographics to enhance understanding.
e Solicit and incorporate final feedback from decision-makers.

Appendix: Common Analytical Tools Reference

Tool/lFramework Description

SWOT Analysis Examines strengths, weaknesses, opportunities, and threats relevant to the issue.
PESTLE Analysis Assesses Political, Economic, Social, Technological, Legal, and Environmental factors.
Pareto Analysis Identifies primary causes contributing to the majority of outcomes or problems.
Decision Matrix Ranks solution options against defined criteria using weighted scores.

Fishbone Diagram Visualizes root causes contributing to a problem.

Review and Update

This SOP should be reviewed annually and updated as methodologies, technologies, or organizational needs evolve.



	SOP: Analysis and Solution Recommendation Methodologies
	1. Data Collection and Validation
	2. Problem Identification
	3. Analytical Tools and Frameworks
	4. Evaluation Criteria for Solutions
	5. Stakeholder Consultation
	6. Risk Assessment & Impact Analysis
	7. Documentation Standards
	8. Presentation of Actionable Recommendations
	Appendix: Common Analytical Tools Reference
	Review and Update



