
Standard Operating Procedure (SOP)
Interdepartmental Updates and Reporting
This SOP defines the standard procedure for interdepartmental updates and reporting, detailing the process for
timely and accurate communication between departments, including regular update meetings, standardized reporting
formats, responsibilities for information dissemination, and methods to ensure clarity and accountability. The goal is to
enhance collaboration, streamline information flow, and support informed decision-making across all departments.

1. Purpose
To establish standardized methods for sharing updates and reports between all departments to ensure timely, clear,
and accountable communication.

2. Scope
This SOP applies to all departments and staff involved in generating, receiving, or acting upon interdepartmental
updates and reports.

3. Responsibilities
Department Heads: Ensure updates and reports are prepared and disseminated as required.
Assigned Representatives: Present reports at meetings and clarify departmental updates.
Recipients: Review, acknowledge, and act upon received information.
SOP Coordinator: Monitor compliance and update SOP as necessary.

4. Procedure
1. Scheduling Updates

Regular interdepartmental meetings to be held bi-weekly (or as otherwise agreed).
Additional ad hoc meetings may be scheduled as needed.

2. Reporting Format
All reports to follow the standardized format (see section 6).
Reports must be concise, relevant, and include key issues, action items, and timelines.

3. Information Dissemination
Documentation to be shared via agreed channels (e.g., intranet, email, project management tools).
Distribution list to be maintained and updated by each department.

4. Accountability
Action items to have clear owners and deadlines.
Follow-up review to track progress at each subsequent meeting.

5. Record Keeping
Minutes and reports to be archived centrally for reference and compliance.

5. Communication Methods
Emails with clear subject lines and summaries
Intranet announcements for wide-reaching updates
Centralized project management platforms (e.g., Asana, Trello) for tracking tasks
Regular meetings via in-person or online video platform

6. Standard Reporting Format

Section Description

Title Report title, Department, Date

Summary Brief overview of key points

Updates Main developments, issues, achievements

Action Items Tasks with responsible person(s) and deadlines

Risks/Challenges Any barriers or issues requiring attention



Next Steps Planned actions and timelines

7. Review and Continuous Improvement
SOP reviewed annually and updated as needed to reflect evolving business needs.
Feedback from all departments is encouraged.

8. References
Company Communication Policy
Data Retention and Archiving SOP
Project Management Guidelines

Approved by: ______________________ | Date: _______________
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