SOP Template: Documentation and Reporting of
Service Activities

1. Purpose

This SOP details the documentation and reporting of service activities, encompassing the accurate recording of
service tasks, monitoring service performance, maintaining logs and records, timely submission of reports, verification
and validation of service data, confidentiality and data security measures, and communication protocols. The objective is
to ensure transparency, accountability, and efficient tracking of all service operations for continuous improvement and
compliance purposes.

2. Scope

This procedure applies to all personnel involved in the execution, supervision, and management of service activities within
the organization.

3. Definitions

Term Definition
Service Activities Tasks and operations carried out to deliver services to clients or users.
Documentation The systematic recording and storing of information related to service activities.
Reports Formal records summarizing the status and details of service activities performed.

4. Responsibilities

¢ Service Staff: Accurately document all service activities and submit required reports in a timely manner.
¢ Supervisors: Review, validate, and approve submitted documentation and reports.
¢ Data Manager: Ensure data security, confidentiality, and compliance with data handling protocols.

5. Procedure

1. Recording of Service Activities
o Log each service task immediately upon completion using the designated forms or digital system.
o Include relevant details: date, time, personnel involved, service description, outcomes, and any issues
encountered.

2. Performance Monitoring
o Monitor and record key performance indicators (KPIs) as defined by management.
o Escalate discrepancies or deviations from standards to supervisors.

3. Log and Record Maintenance
o Maintain daily/weekly/monthly logs as required.
o Store physical records securely and ensure digital files are backed up regularly.

4. Reporting
o Compile and submit periodic reports (e.g., weekly, monthly) to supervisors/managers by the specified
deadlines.



o Ensure all sections of the report are completed and accurate.

5. Verification and Validation
o Supervisors review submitted documentation and reports for accuracy and completeness.
o Verify data with supporting evidence where necessary before final approval.

6. Confidentiality and Data Security
o Handle all documents and records in compliance with company confidentiality and data security policies.
o Restrict access to sensitive information to authorized personnel only.

7. Communication and Escalation
o Follow established communication protocols for internal and external reporting.
o Notify management immediately of any critical issues or data breaches.

6. Documentation and Forms
e Service Activity Log Sheet

¢ Periodic Service Report Template
e Data Verification Checklist

7. Records Management

¢ Alldocuments shall be retained in accordance with the organization's records retention policy.
¢ Ensure obsolete records are securely disposed of or archived as necessary.

8. Revision and Review

¢ This SOP shall be reviewed annually or as needed to maintain relevance and compliance.
e All revisions must be documented with version control.
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