
How to Manual Construction  
and Payoff Tools Workshop  

TransForming  you into a Level 1-2-3 
Leader without breaking a sweat and a 

 Manager on cruise control 
   

 
www.turnaroundtour.com   

 
TEN Resource Libraries    

Video /AUDIO FILES  and DOCUMENTS 
1. How to Manual Library + 8 Sections 

 2. Payoff Tools Template Library  

 

http://www.turnaroundtour.com/
http://www.turnaroundtour.com/


Three Levels of Systems  

ÅLevel 1  ï Daily Operations  
                   (Key to Key) Customer or Doors 
 
ÅLevel 2  ï Management (HTM) 10 Key Systems 2012 
                   (Management on cruise control) 

 
ÅLevel 3  ï Leadership (POT) 
                   (Leadership without breaking a sweat)  
 

Thinking ï Words ï Action (Hard)  
 Habits ï Perseverance ï Attainment (Easy)  

 

Itôs easy to build a How to Manual 
 but itôs easy not to! 



Magic ñEASY Wandsò 

http://www.alivans.com/custom/web/list.asp?c=19271
PAP HTM Construction Payoff Tools .doc


HTM Library 
ÅH.1 PAP HTM Construction  

ÅH.0 HTM Content Listing 

Å1.6 MG-0010 Your Business Systems Strategy 

ÅH.1 MG-0080 Operations Manuals  

Å1.6 MG-0090 Systems Design and Documentation 

Å1.6.A SOP ï PB&J Sandwich System  

Å1.6.B SOP ï PB&J Perfected 



10 - POT Library 
Å10 Payoff Tools Resource Templates  

 

ï1.1. EPA Employee Performance Agreement  

ï1.2. SIL ï Systems Identification for Performance Accountability 
List 

ï1.3. PAL ï Performance Accountability List 

ï1.4. IDP ï Ideal Daily Performance Template for One Day 

ï1.5. WPC ï Weekly Performance Calendar w/ Rotational Process 

ï1.6. SOP ï Standard Operating Procedure  

ï1.7. PAP ï Performance Action Plans 

ï1.8. EPS ï Employee Performance Session Agenda Sheet   

ï1.9. BPS ï Business Performance Sessions Agenda Template 

ï1.10. STS ï Staff Training Session Agenda Template 
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Getting Organized by 8ôs 

ÅThree ring binder 3ò hard copy 

ÅHard drive folders and subfolders 

ÅFile cabinet 

ÅBook case 



Hard Drive Folder Layout 

How To Manual  
               Sub-Folders  
   1. Directional Vision  (Payoff Tool Templates) 
   2. Money Financial  
   3. Daily Operations PLUS (Mudlick Mail Process) 
   4. Customer Service 
   5. Client Communications 
   6. Advertising Marketing 
   7. Leadership Management 
   8. People Staff 
ASL TAT How to Manual Sample online (link) 

 

../../ASL TAT HOW TO MANUAL


Payoff Tools Workshop 

Have you ever heard the  

Oreo cookie analogy? 





Your ñHow to Manualò 

 Management on cruise control 

 8 Processes / Sections / Dividers 

1. Directional Vision  (Payoff Tool Templates) 

2. Money Financial  

3. Daily Operations PLUS (FOUR Building Blocks Mudlick Process) 

4. Customer Service 

5. Client Communications 

6. Advertising Marketing 

7. Leadership Management 

8. People Staff 

H.0 How to Manual Construction HTM ï PAP Review 

H.1 How to Manual ï Content Listing (Link) 
 

Okay Gary I canôt tell them to do it, without telling them exactly how to do it! 

Who taught you how to do your How to Manual? 

Mr. Owner why are you telling your people what to do and you donôt have it in 
writing? 

PAP HTM Construction Payoff Tools .doc
../How To Manual/H.O HTM Content Listing.doc


SOP Training 

1.6 SOP Standard Operating Systems (link MG-0090) 

               SOP Description & Overview (link) 

               SOP 1.6.A PB&J Sample (link) redone SOP 1.6.B (link) 

 

 

 

     
 

 

 

 

 

Goggle  
 

Å http://search.yahoo.com/search?p=peanut+butter+and+jelly+sandwich&ei=
utf-8&fr=b1ie7  

 

6 SOP Standard Operating Procedure/SOP 1.6 Standard Operating Procedure Payoff Tools.doc
../../Mods Scanned/Mod 4/MG-0090 Systems Design and Documentation.pdf
6 SOP Standard Operating Procedure/Standard Operating Procedure Description and Overview.doc
6 SOP Standard Operating Procedure/SOP 1.6.A PB&J System Sandwich Sample.doc
6 SOP Standard Operating Procedure/SOP 1.6.B PB&J Payoff Tools Perfected SOP.doc
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Your ñHow to Manualò Payoff Tools  

 1. Directional Vision - Process 
Å Directional Vision (SOPs) 

       1.1   EPA* - Employee Performance Agreement 
        A. EPA Description and Overview  
        B. EPA SOP  
 1.2   SIL* - Systems Identification for Performance Accountability List 
 1.3   PAL* - Performance Accountability List 
 1.4   IDP* - Ideal Daily Performance Template for One Day  
 1.5   WPC* - Weekly Performance Calendar w/ Rotational Process 
        A.  6 On, 1 Off Rotational Calendar Payoff  
 1.6   SOP* - Standard Operating Procedure 
        A.  SOP Description & Overview  
 1.7   PAP* - Performance Action Plans 
 1.8   EPS* - Employee Performance Session Agenda Sheet  
        1.8.A  EPS Description & Overview  
        1.8 B  EPS Sample Agenda  
        1.8.C  EPS Managers Planning Payoff Tool  
        1.8.D  EPS Discussion Record Template  
        1.8.E  EPS Progressive Counseling Session Overview  
        1.8.F  EPS Progressive Counseling Form   
 1.9   BPS* - Business Performance Sessions Agenda Template  
       A. BPS Description & Overview  
 1.10  STS* - Staff Training Session Agenda Template  
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5 Core Basics 

1. Budgeting for (Profit)  

2. Advertising / Marketing (KISS) 

3. Level 1 - Daily Operations (Key to Key) 

4. Level 2 ï Management (How to Manual) 

5. Level 3 ï Leadership (POT) 

Creating a Systems run business! 

Maximizing your Profits! 

Making it FUN! 

Systems ï Profit - FUN 


