4.9.2
The operations and procedures manual development checklist
	Step
	Task
	Checked

	1.
	Departmentalise the business into main headings. 
	 FORMCHECKBOX 


	2.
	Under each main heading list the different functions or aspects of the business that should be documented. 
	 FORMCHECKBOX 


	3.
	You now effectively have an outline for an operations manual. Review your list and prioritise the order in which functions or tasks need to be systematised.
	 FORMCHECKBOX 


	4.
	When documenting or systematising policy and procedure for a specific function or task, always ensure that you answer the following questions:

· What must be done? (overview of the task/function)

· By when must it be done? (time frame)

· Who must do it? (employee responsible for performing the task)

· Where must it be done?

· How must it be done? (step-by-step procedure)

· In some cases, why must it be done?
	 FORMCHECKBOX 


	5.
	Determine how you are going to measure whether the system is being adhered to or not.  
	 FORMCHECKBOX 


	6.
	Determine the format of the procedure.
	 FORMCHECKBOX 


	7.
	Test to ensure that the system flows in a logical order. Make any adjustments.
	 FORMCHECKBOX 


	8.
	Sign off the procedure and use it to train the relevant employees to ensure that the system is followed to the letter.
	 FORMCHECKBOX 



