Standard Operating Procedure (SOP)
Performance Monitoring and KPI Reporting

1. Purpose
This SOP details the process of performance monitoring and KPI reporting, focusing on establishing key
performance indicators, data collection methods, analysis techniques, and the regular reporting schedule. It aims to

ensure accurate tracking of organizational performance, facilitate informed decision-making, and promote continuous
improvement through transparent and timely communication of results to stakeholders.

2. Scope

This SOP applies to all departments and employees involved in the development, monitoring, analysis, and reporting of
Key Performance Indicators (KPIs) within the organization.

3. Definitions

Term Definition

Key Performance Indicator A measurable value that demonstrates how effectively objectives are being
(KPI) achieved.

Performance Monitoring The process of tracking progress against set KPls.

KPI Reporting The regular communication of performance results to stakeholders.

4. Responsibilities

Department Heads: Identify and propose relevant KPls, ensure data is collected accurately and timely.
KPI Coordinator/Data Analyst: Collate, analyze, and report on KPI data.

Management: Review reports, provide feedback, and initiate actions for improvement.

All Employees: Support data collection as required, maintain data integrity.

5. Procedure

1. KPI Identification & Review
o Identify KPIs aligned with organizational objectives.
o Review KPIs annually or as required to ensure relevancy.
2. Data Collection
o Define data sources and collection frequency.
o Use standardized templates/tools for data entry.
o Ensure data accuracy and completeness.
3. Data Analysis
o Analyze collected data using appropriate techniques (e.g., trend analysis, benchmarking).
o |dentify variances and potential root causes.
. KPI Reporting
o Prepare reports in the agreed format (dashboard, written report, presentation).
o Highlight performance against targets, trends, and corrective actions (if any).
o Distribute reports according to the reporting schedule.
5. Review & Action
o Management and teams review reports, discuss findings, and develop action plans as needed.
o Document actions taken and monitor their effectiveness in subsequent cycles.

N

6. Reporting Schedule

Report Type Audience Frequency



KPI Dashboard Management Monthly

Summary Report All staff, stakeholders Quarterly

In-depth Analysis Executive Leadership Annually / As needed

7. Documentation & Records

¢ Maintain copies of all KPI reports (soft/hard copy) for a minimum of 3 years.
e Version control and access to be managed by the KPI Coordinator/Data Analyst.

8. Continuous Improvement

¢ Review this SOP annually or when significant process changes occur.
¢ Evaluate feedback from stakeholders for process improvement.

9. References

¢ Organizational Policy on Performance Management
¢ Data Management Policy
¢ [Add others as relevant]

10. Revision History

Version Date Description Author

1.0 2024-06-25 Initial draft [Your Name]
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