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

TITLE/CODE: 1.4 Ideal Daily Performance Calendar    DATE:________________

	WHY?
	Why am I documenting this procedure?
	Have structure, maximize efficiency, manage my time, work on things that matter most, LWOBAS, MOCC, we all are using the same calendars, 

	WHO?
	Who will ultimately be responsible for this procedure?
	CEO, Me

	WHAT?
	What are the key elements of this procedure?
	Identifying what we need to get accomplished, daily flight plan, recognize how all of these tools fit together, 

	HOW?
	How is the procedure done? Step by Step.
	1. Review the SOP
2. Review the EPA

3. Review the PAL

4. Create the IDP everyday before work begins

5. Follow the IDP for the day
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