SOP Template: Documentation, Reporting, and
Communication Protocols

This SOP details the documentation, reporting, and communication protocols essential for maintaining accurate
records, ensuring timely and clear communication, and facilitating effective reporting processes. It covers procedures

for documenting incidents, reporting to relevant stakeholders, utilizing communication tools, maintaining confidentiality,
and ensuring compliance with organizational and regulatory requirements to enhance transparency and accountability.

1. Purpose

To outline standardized procedures for documentation, reporting, and communication to ensure accuracy,
transparency, confidentiality, and compliance within the organization.

2. Scope

This SOP applies to all employees, contractors, and stakeholders involved in documenting, reporting, and
communicating information related to organizational activities, incidents, and compliance matters.

3. Responsibilities

o All Staff: Accurately document and report activities or incidents as required.

¢ Supervisors/Managers: Review, verify, and submit reports; ensure staff adherence to protocols.
¢ Compliance Officer: Monitor reporting activities for regulatory compliance.

¢ [T/Admin: Maintain and secure communication and documentation tools.

4. Procedures

4.1 Documentation

¢ Record all relevant information immediately following any incident or significant activity.
e Utilize standardized templates and forms, ensuring entries are clear and accurate.

e Store documentation securely in approved physical or digital repositories.

¢ Include date, time, parties involved, and a detailed description.

4.2 Reporting

e Compile reports as per the reporting schedule or immediately for urgent matters (e.g., incidents).

¢ Submit to designated stakeholders (e.g., supervisor, compliance officer) via approved channels (e.g., email,
secure portal).

e Attach all supporting documentation and evidence.

¢ Maintain records of all submitted reports for audit purposes.

4.3 Communication

¢ Use approved communication tools (e.g., official email, internal messaging systems).

¢ Communicate proactively and clearly, specifying the purpose and required actions.

e Escalate communication in accordance with the escalation matrix if issues are unresolved.
¢ Refrain from sharing sensitive information on unsecured channels.



4.4 Confidentiality and Compliance

¢ Access to sensitive documentation and reports is limited to authorized personnel only.
e Comply with all applicable data protection and privacy laws and organizational policies.
¢ Immediately report any breach or suspected breach of confidentiality following the incident reporting protocol.

5. Reporting Matrix

Responsible

Type of Report Recipient/Stakeholder Timeline Method
Person

Incident Report Witness/Staff Supenvisor, Compliance Within 24 hours Emall, _Incident
Officer Reporting Tool

Monthly Activity Team Lead Department Head By 3rd of following Secure Portal

Report month

Compliance Compliance Management, As required (e.g., Official Email, Secure

Report Officer Regulators quarterly) Portal

6. Record Keeping

¢ Maintain all documentation and reports for a minimum period as outlined in the organizational policy (e.g., 5
years).

e Ensure secure and organized storage with regular backups.

¢ Archive and dispose of records securely at the end of retention periods.

7. Review and Updates

¢ This SOP shall be reviewed annually or as needed to comply with regulatory changes.
e Suggestions for improvements should be submitted to the Compliance Officer.

8. References

e Company Data Protection and Privacy Policies
¢ Relevant Regulatory or Industry Standards
¢ Organizational Communication Policy
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