 Working On IT Tuesdays© Payoff Tools
(SOP) STANDARD OPERATING PROCEDURE

TITLE/CODE: 1.3 PAL Performance Accountability List: DATE: _____________

	WHY?
	Why am I documenting this procedure?
	So we can organize the task and assign accountability, create a master worksheet, a road map and blueprint of our overall processes and systems, the Mother Board, take your company to LWOBAS and MOCC, 

	WHO?
	Who will ultimately be responsible for this procedure?
	All Staff members

	WHAT?
	What are the key elements of this procedure?
	Create a detailed list and identify the systems in each process, assign days, processes, staff members who will be accountable to write and document the systems they are assigned, Level II and III strategic thinking at its best, manage the tactical work to be performed, get buy-in from your staff members, keep them involved writing, executing, implementing, modifying, learning it, using it, teaching it, IT = PAL  

	HOW?
	How is the procedure done? Step by Step.
	1. Review the EPA and SIL Payoff Tools to help create the PAL they all work together to create a seamless system, 
2. Download the PAL to your folder on you hard drive
3. Make this template yours by establishing your own identity on it

4. List by Process all identified systems from the SIL Payoff Tool ad any missing systems you can think of, continue to identify the systems within your business, 

5. Assign days, process, and a staff member to each system to be written and documented for your HTM, 

6. Review during your rotational calendar

7. Make this template work for you and modify it to fit your business structure

8. 
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