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(SOP) STANDARD OPERATING PROCEDURE

TITLE/CODE: 1.6 Standard Operating Procedure     DATE: __________________

	WHY?
	Why am I documenting this procedure?
	Why? - Why am I documenting this procedure? Document the business problem we are attempting to solve. Answering this question serves two purposes. Showing the problem before the solution, and showing employees why it is to be completed in this manner. 
Sound thinking and accepting the concept that every frustration is caused by the lack of a documented system.  So we can capture all of the intellectual knowledge while they work for our company. If they leave the knowledge stays behind.  So we can become less people dependent and become more systems dependent. To develop a complete How to Manual. So we can now train and perform the Staff training Session (STS) weekly and manage on cruise control. Why do people buy franchises? The How to Manual.  So why not write and document your How to Manual as if you where going to replicate your operations model again even though you may or may not.


	WHO?
	Who will ultimately be responsible for this procedure?
	Who? - Who will be involved in executing this system on a regular basis? This establishes the accountability for the system being executed, not as a blame-placing mechanism, but as an agreement that the employee is accountable to perform the tasks listed as part of the system. This could be a specific name mentioned, or a position in the corporate structure's accountability. 

	WHAT?
	What are the key elements of this procedure?
	What? - List key elements of the system so there may be headings for more specific actions. For example, a key element of a financial system would be a budget process, P&L process, cash flow process, and a reconciliation process. 
You have all most likely heard it said that your business should be systemized. Many shop owners overlook this step in business ownership. As a result, they have a business that is highly dependent on them. The purpose of systemization is to create independence of the business. This allows the shop to work for you rather than you working for the shop. I have heard it said that usually, "The cause of every frustration is the absence of a system." Here are the basic guidelines of building systems to run your business.

The first guideline of systemization is that there is a standardized form you use to build the system. The forms should be clear and concise, making the processes as easy as possible to read, write, and repeat by someone who knows nothing about the system. Here are the essential questions that should be answered by such a form. 
Has to be teachable, measurable, has to be precise, has to be doable, anyone can pick and use it, increase productivity, has to help, maintain business, used training, used for hiring, has to tie back to the EPA, Performance Calendar, integration of your processes and systems, accountability, reduce discretion, it takes you out of the middle, reduce frustrations, managing through systems not people, less finger pointing, people are not manageable, are systems manageable, taking the emotion away from managing, does it make you think strategically,  
How? - Each heading should then have a list of specific actions as to how the task is to be completed. Notes can also be made with regard even to the spirit in which the task is to be completed.
How do you know a system or process is written properly? You Test Drive the System. If someone can take the written system and execute the process without error and without asking any clarifying questions.  Plus all discretion has been eliminated. Then and only then we know the system is correctly written.

 

	HOW?
	How is the procedure done? Step by Step.
	1. Read and review the Mastery Process MG-0010 Your Business Systems Strategy to gain general background knowledge. Found in the permanent library.

2. Read and review the Mastery Process MG-0090 System Design and Documentation to gain general knowledge. Found in the permanent library.

3. List of what has to be done
            a.   Train your people

b. Tell your people

c. Assign tasks

            d.   Organize into binder

            e.    Identify the need

            f.    Dead line or time frame

            g.   Review

            h.   Test drive the system

             i.   Training Sessions

             j.   Rotational training

             k.  Introduce the SOP Process 

             l.   Practice – Practice

4.  Utilize the PB&J SOP examples for training how to write and document a system

5.
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