SOP: Communication and Reporting of Inspection
Outcomes

This SOP details the communication and reporting of inspection outcomes, covering the procedures for documenting
inspection findings, timely reporting to relevant stakeholders, utilizing standardized reporting formats, ensuring accuracy and
clarity in communication, addressing identified issues or non-compliance, and maintaining records for accountability and
continuous improvement. The objective is to facilitate effective information flow and prompt decision-making based on
inspection results.

1. Purpose

To outline standardized procedures for documenting, communicating, and reporting inspection findings to ensure transparency,
prompt action, and continuous improvement.

2. Scope

This SOP applies to all personnel involved in conducting inspections, documenting outcomes, and reporting within
[Organization/Department Name].

3. Responsibilities

Inspector(s): Document findings and prepare inspection reports.

Inspection Supervisor: Review reports and ensure timely communication to stakeholders.
Relevant Stakeholders: Receive, review, and act on reported outcomes.

Record Keeper/Administrator: Maintain and archive inspection records.

4. Procedure

1. Documenting Inspection Findings:
o Use the standardized Inspection Report Form (see Section 5).
o Clearly describe observations, findings, and any non-compliance identified.
o Attach relevant photographic or documentary evidence.

2. Reporting Timelines:
o Complete initial documentation onsite or within 24 hours of inspection.
o Submit finalized report to supervisor and stakeholders within 48 hours.

3. Communication Protocol:
o Distribute reports to all relevant parties as listed in the distribution list.
o Highlight issues requiring immediate action and assign responsibilities for follow-up.

4. Addressing Non-Compliance:
o Clearly indicate corrective or preventive actions required.
o Monitor implementation of corrective plans and provide updates in follow-up reports.

5. Record Maintenance:
o Maintain all reports and supporting documents for at least [X] years.
o Ensure confidentiality and secure storage of records.

5. Standardized Reporting Format

Field Description
Inspection Date Date when inspection was conducted
Location/Department Area or section inspected
Inspector(s) Names and designations
Summary of Findings Clear, concise summary of key findings
Non-Compliance Issues List of observed non-compliances

Recommendations/Actions Required Suggested corrective actions



Attachments Photos, checklists, supporting documents

Distribution List Stakeholders who will receive the report

6. Records and Documentation

e All reports must be stored in the centralized electronic/document management system.
e Access to reports shall be limited to authorized personnel.
e Periodic audits must be conducted to ensure compliance with reporting protocols.

7. Continuous Improvement

e Regularly review and update SOP to incorporate lessons learned and feedback.
e Conduct training sessions for inspectors to ensure awareness of latest reporting standards.

8. Revision History

Version Date Description of Change Author

1.0 [Date] Initial SOP release. [Name]
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