SOP Template: Documentation and Delegation of
Calendar Management Tasks

This SOP details the documentation and delegation of calendar management tasks, covering the systematic
recording of calendar-related responsibilities, assigning tasks to appropriate team members, setting deadlines, and
ensuring efficient communication. Its purpose is to streamline scheduling processes, enhance team coordination, and
maintain accurate and up-to-date calendar information to optimize time management across the organization.

1. Purpose

To establish a standardized process for documenting and delegating calendar management tasks, ensuring effective
scheduling, communication, and up-to-date calendar information for optimal organizational time management.

2. Scope

This SOP applies to all team members involved in managing, updating, or utilizing organizational calendars.

3. Roles and Responsibilities

¢ Calendar Owner: Oversees overall calendar accuracy and access control.

¢ Delegated Users: Responsible for updating and maintaining specific events or calendar segments.

¢ Team Members: Notify delegated users of required changes or updates and adhere to scheduling
protocols.

4. Procedure

1. Identify Calendar Management Tasks:
o Listall recurring and ad-hoc calendar management tasks (e.g., scheduling meetings, updating
events, sending invites).
2. Document Tasks:
o Use a shared document, project management tool, or calendar notes to record all relevant tasks.
3. Assign Responsibilities:
o Delegate tasks to appropriate team members based on their roles and availability.
4. Set Deadlines:
o Define and record deadlines for each calendar management task to ensure timely completion.
5. Communicate Assignment:
o Notify team members of their assigned tasks and provide necessary instructions or context via
email, chat, or project management tools.
6. Monitor & Update:
o Regularly review task completion; update documentation as tasks are completed or changes
occur in scheduling needs.
7. Audit & Feedback:
o Periodically review calendar accuracy and management process. Seek feedback for continuous
improvement.

5. Communication

¢ Maintain clear, consistent communication channels (e.g., email, messaging apps, project management
software).
¢ Document all assignments and changes in a central location accessible to relevant team members.

6. Documentation

¢ Retain records of task assignments, completion status, and calendar changes for reference and
accountability.

7. Review Cycle



¢ Review and update this SOP annually or as organizational needs evolve.

8. Revision History

Version Date Description Author

1.0 2024-06-15 | Initial template creation | [Your Name]
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