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Method documentation is 1 associated with those issues plus "jobs" that handful of us enjoy performing. However, 
I've recently been working together with a client who is experiencing lots of adjustments (reduction of force, 
changing of focus, etc) due in order to the economy and contains really reinforced in my opinion the value of 
process documentation. Because small business proprietors and managers, we all often carry so many of the 
particular day to day processes within our own brains , nor consider the time to put them on paper. I understand all 
of us are always very busy; however , I actually can not anxiety enough the benefit to you, your family and the 
continuous existence of your own business to consider typically the time to record your key processes. If something 
happens to you these days... will your business end up being able to keep on? We'd like to consider yes; yet , carry 
out others know the solutions to some of these simple questions: 
​
 
1 ) That is your get in touch with at the bank? What bank perform you use? 
​
 
two. Who are your own key vendors? What is the ordering process/arrangements/contacts you have for each of all of 
them? 
​
 
3. What accounting process do a person have? Does anyone understand how to record build up? Record a bill 
transaction? Know the dimensions of the password to access your data processing system? Your bank information 
online? 
​
 
four. Who is your current insurance through? Who will be your point of contact? 
​
 
5. That is your IT company? What services do these cards provide? What system/expectations are in purchase for 
ongoing operating? 
​
 
The questions may go on and on. Through this process documentation of which we've been working on - more then 
once my client has reiterated how important this genuinely is and they usually are thankful that I am the 
accountability motorist for them. Procedure documentation and development not only assist in the existing day time 
to day working and ensuring typically the employees are consistent in their understanding of expectations, but it 
most importantly will assist the company run should someone not have to get available to fulfill their duties 
tomorrow - you or even any other crucial player in your enterprise. With detailed stage by step procedure 



documentation anyone should be able in order to part of and take over the responsibilities of another co-worker if 
they are usually unable to. 
​
 
So, whilst I know your current "to-do" list may never go away. I would challenge an individual to document your 
own top processes plus procedures by yr end. It will eventually always be an continuous evolution in updating it... 
but obtaining started is 50 percent the battle. When you get typically the former done, maintaining it up to time will 
be the particular easy part. It will help a person identify gaps in the present procedures as well as set typically the bar 
for your current employees to really know what is expected associated with them. It will also enable the company to 
keep on in the particular event of typically the unknown. 
​
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