SOP: Communication Guidelines for Updates and
Status Reports

This SOP defines communication guidelines for updates and status reports, covering the standardized formats,
frequency, and channels for delivering timely and accurate information. It ensures clarity, consistency, and accountability in
reporting progress, issues, and achievements among team members and stakeholders, facilitating effective decision-
making and project management.

1. Purpose

To establish clear communication protocols for providing project updates and status reports to internal and external
stakeholders.

2. Scope

This SOP applies to all team members, project managers, and stakeholders involved in reporting on project progress,
tasks, risks, and achievements.

3. Responsibilities

¢ Project Managers: Ensure timely and accurate preparation and distribution of status reports.
¢ Team Members: Provide updates as requested and report any blockers or issues promptly.
o Stakeholders: Review reports and provide feedback or approval as needed.

4. Communication Channels

Email: Primary channel for formal updates and status reports.

Project Management Tools (e.g., Jira, Asana): For task-level updates and progress tracking.
Meetings (in-person or virtual): For live status updates and discussions.

Instant Messaging (e.g., Slack, Teams): For quick, informal updates between formal reports.

5. Frequency of Updates

Type of Report Frequency Distributed To

Daily Standup Every working day Project Team

Weekly Status Report Once per week Project Team, Key Stakeholders
Monthly Progress Report Once per month Management, Clients

Ad Hoc Updates As needed Relevant Stakeholders

6. Standardized Formats

6.1. Weekly Status Report Template

Project Name:

Reporting Period:

Summary: Brief project overview

Progress: Accomplished tasks this week

Upcoming Tasks: Planned for next week

Issues & Risks: Current blockers, risks, and mitigation steps
Decisions Needed: Any required stakeholder input
Attachments: Relevant documents, charts, or screenshots

6.2. Daily Standup Update Format

e What did you accomplish yesterday?
¢ What are you working on today?



¢ Are there any impediments in your way?

7. Reporting Guidelines

Use clear, concise, and objective language in all communications.

Highlight key achievements, milestones reached, and pending deliverables.
Clearly flag urgent issues or decisions required from stakeholders.

Attach supporting documentation as necessary.

Ensure all distributed reports are archived in the designated project repository.

8. Review and Approval

¢ Reports must be reviewed by the Project Manager before distribution.
¢ Significant changes or escalations require stakeholder approval.

9. Revision History

Version Date Description Author

1.0 2024-06-11 Initial release [Your Name]
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