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

TITLE/CODE: 1.5 Weekly Performance Calendar    DATE________________

	WHY?
	Why am I documenting this procedure?
	Help organize my time and talent, to hold myself to the accountability of my performance, time management, maximize my efforts, leave nothing behind or forgotten about, 

	WHO?
	Who will ultimately be responsible for this procedure?
	The person the calendar is prepared by

	WHAT?
	What are the key elements of this procedure?
	You could use outlook, we don’t want to forget items, promises made, keeps on track, building a system so everybody uses the same thing, accountability back on the person doing the task and creating his own calendar, 

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

3. Review the EPA

4. List all items on the WPC
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