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SOP - Standard Operating Procedure “Description and Overview” 
Purpose of this Idea Create a Performance Accountability Master listing of all your SOPs standard operating procedures whether or not you have documented them or not.  Priorities them in order of completing them and value to your organization so you will have an implementation plan as well as a review and monitor of their progress and effectiveness.
Result or Output All present and necessary operating procedure for your business will be gathered together into a spreadsheet that will reveal the systems that you have and plan to have for operating the business.  Each system will be identified by process, where it is in development and documentation, and when it is to be monitored and reviewed for improvement.  Measurement of system effectiveness and frequency of reporting for results of system should be noted as well. 
Why Do You Need Standard Operating Procedure Strategies?

Structure in your organization provides momentum.  It is probably safe to assume that those areas of your business that are currently documented well are operating at a higher efficiency and delivering greater performance to your business than those that are not.  The intention for creating a list of all standard operating procedures for your business is to chart a path for documenting all systems in your business, monitor their progress, define the parameters of their reporting and judge their effectiveness on a periodic basis.  By listing all your systems, you will have a path to begin prioritizing their creation, choosing to work on those that would be most critical first.  In addition you will have created the necessary focus to help you actually envision what your business will look like when it is finally done. While system innovation is continual, the event of having all your systems identified and documented should be a real cause for celebration.  Your vision will be realized!
Key Points to Understand This Tool
Component
The enormity of this task should not be taken lightly.  If you’re serious about this you will wish to include each of your employees to some measure to help them identify the “systems” they are currently using, or should have at their disposal to operate their position effectively.  Before EPA / Employee Performance Agreements, before organizational charts or structures, it is important to understand the blueprint of your business which includes all of the systems integrated working together in harmony to produce a consistent predictable outcome every time.  Of course the problem in your business and in most small businesses is you don’t have any idea how many systems you have or should have nor do you have many of those that are currently producing the outcome you desire documented.
In order to build a business that can be sold this should be one if not the most critical step to undertake.  Just listing the systems you can think of is difficult so we will need to begin thinking about your business in a way that can help you determine where all your systems are.  Of course they are in your head, and the head of your staff.  They might do the activity one day one way, another way the next.  They may be very routine and have very consistent habits of doing a procedure, however that may not mean others in your operation do the 
task the same way, and certainly if they were to leave you would have no way to completely know for sure that your attempt to document it without them would be accurate.

So lets first identify the systems in your business collectively, and then proceed to prioritize those systems so that we can gather the collective force of your business to begin documenting these systems to work harmoniously to provide the desire outcome your company should be producing, on time, every time, just as you envisioned it and as your customers want it.

Summary

Tips for Systemization - Why and How

By Michael Strautman

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. 

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.

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? - 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. 

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.

Use these principles to begin systemizing your business. Eliminate the guess work with your employees. Take the first steps to having a business that is independent of you. This will give you more time to work "on it" instead of "in it."

Templates: 
1.
Working On IT Tuesdays© PayoffTools© (SIL) Systems Identification for Performance Master Systems List
1. Money Financial

2. Daily Operations

3. Customer Service

4. Client Communications

5. Advertising Marketing

6. Leadership Management

7. People Staff

2.
Working On IT Tuesdays© PayoffTools© (PAL) Performance Accountability List
                     By Accountability Task                     

                     By Day: Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday,
                     By Process: Money Financial, Daily Operations, Customer Service,  

                                         Client Communications, Advertising Marketing

                                         Leadership Management, People Staff, Written by…
3.
Working On IT Tuesdays© PayoffTools© (SOP) Standard Operating Procedure
                    WHY? Why am I documenting this procedure?

                    WHO? Who will ultimately be responsible for this procedure?

                    WHAT? What are the key elements of this procedure?

                    HOW? How is the procedure done? Step by Step
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