SOP Template: Policy Development and Program
Objectives Articulation

This SOP details the process of policy development and program objectives articulation, encompassing the
identification of organizational needs, stakeholder engagement, goal setting, formulation of clear and actionable policies,
and alignment of program objectives with overarching strategic priorities. The aim is to establish coherent and effective
policies that guide organizational actions and ensure program objectives are measurable, relevant, and achievable.

1. Purpose

To define a systematic process for developing policies and articulating program objectives that are aligned with
organizational strategy and stakeholder expectations.

2. Scope

This SOP applies to all departments involved in policy formulation and program planning across the organization.

3. Roles and Responsibilities

Role Responsibilities
Policy Lead Facilitate policy development process; coordinate stakeholder engagement.
Program Manager Articulate program objectives; ensure alignment with approved policies and strategies.
Stakeholders Contribute input during consultation; review and provide feedback on drafts.
Executive Sponsor Approve final policies and objectives; oversee implementation.

4. Procedure

—_

. ldentify Organizational Needs
o Conduct needs assessment (data review, environmental scan, gap analysis).
o Document and prioritize areas requiring policy intervention.
2. Engage Stakeholders
o Identify relevant internal and external stakeholders.
o Facilitate consultations (workshops, surveys, meetings) to collect input and expectations.
3. Set Goals and Objectives
o Develop clear goals linked to organizational strategy.
o Formulate SMART (Specific, Measurable, Achievable, Relevant, Time-bound) objectives for
programs.
4. Draft Policy
o Prepare policy drafts based on data, consultation, and strategic priorities.
o Ensure policies are coherent, actionable, and unambiguous.
5. Review and Validation
o Disseminate drafts for stakeholder and expert review.
o Revise based on feedback ensuring clarity and applicability.
6. Approval and Adoption
o Submit final drafts for executive review and approval.
o Communicate approved policies and program objectives organization-wide.
7. Implementation and Monitoring
o Integrate policy and objectives into operational plans.
o Regularly monitor implementation progress and objective attainment.
o Adjust as necessary based on organizational feedback or environmental changes.

5. Documentation and Records

¢ Needs Assessment Reports
e Stakeholder Engagement Summary
¢ Policy and Program Objective Drafts



e Approval Documents
¢ |mplementation and Monitoring Reports

6. Review and Revision
This SOP will be reviewed annually or as required to reflect changes in organizational strategy, relevant regulations, or

stakeholder feedback.

7. References

¢ Organizational Strategic Plan
¢ Relevant Regulatory Guidelines
e Policy Development Best Practices
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