
SOP: Establishing and Tracking Key Performance
Indicators (KPIs)
1. Purpose
This SOP details the process for establishing and tracking key performance indicators (KPIs) to effectively monitor
and evaluate organizational performance. It covers the identification of relevant KPIs aligned with strategic objectives,
setting measurable targets, data collection methods, regular monitoring, and reporting procedures. The purpose is to
ensure continuous improvement, informed decision-making, and achievement of business goals by systematically
tracking and analyzing performance metrics.

2. Scope
This SOP applies to all departments responsible for performance measurement, reporting, and analysis within the
organization.

3. Responsibilities

Role Responsibility

Department Heads Identify and define relevant KPIs; ensure alignment with strategic objectives.

Data Analysts Collect, validate, and analyze KPI data.

Management Review KPI reports; make decisions based on performance data.

KPI Owner Oversee individual KPIs, ensure timely reporting, and investigate variances.

4. Procedure
1. Identify Strategic Objectives

Review organization's vision, mission, and strategic plan.
Determine key areas for performance measurement.

2. Define Relevant KPIs
Select KPIs that align with strategic objectives.
Ensure each KPI is Specific, Measurable, Achievable, Relevant, and Time-bound (SMART).

3. Set Measurable Targets
Baseline current performance levels.
Establish realistic and challenging targets for each KPI, with clear timelines.

4. Develop Data Collection Methods
Define data sources and assign responsible parties for data collection.
Document the frequency and methodology of data collection.

5. Monitor and Track KPIs
Collect data as per defined schedule (e.g., weekly, monthly, quarterly).
Analyze KPI trends and compare actual performance to targets.

6. Report and Communicate Results
Prepare periodic KPI reports and dashboards for management review.
Highlight successes, issues, and recommend actions for improvement.

7. Review and Revise KPIs
Periodically review KPI relevance and effectiveness.
Update KPIs and targets to reflect strategic changes or organizational priorities.

5. Related Documents
Strategic Plan
Data Management Policy
Reporting Templates

6. Revision History



Version Date Description Author

1.0 2024-06-01 Initial SOP Creation [Your Name]
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